
 Page 1 of 2 

1207 Seminole Highway 

Madison, WI  53711-3726 

(608) 263-7888 

Fax (608) 262-5209                     

arboretum.wisc.edu  

 

 

 

Bookstore Clerk Position Description 

 

Title: Bookstore Clerk  

 

Supervisor: Facilities Coordinator 

 

Objective: To provide friendly, knowledgeable assistance to bookstore customers. 

Bookstore clerks support the mission of the Arboretum by assisting visitors in choosing 

the materials that best relate to their needs. Bookstore clerks further enhance the public’s 

experience at the Arboretum by providing a variety of information on Arboretum 

programs, walking trails, and publications. 

 

Responsibilities: 

 

1. To greet visitors and offer information and assistance by 

 directing visitors to publications of interest 

 using the computer to search for bookstore and Arboretum information 

and check the availability of inventory 

 being prepared to answer a variety of questions and direct visitors to other 

places in the Arboretum 

 

2. To answer the telephone, responding to callers’ questions and requests. This may 

include phone orders and information requests. 

 

3. Be aware of staff members’ expertise and know how to access staff people. 

 

4. Provide cash register service. This includes use of ELAN credit card service. 

 

5. Open and/or close the cash register at the beginning or end of day. 

 

6. Assist the Book Store Manager with inventory control; add new inventory to the 

shelves and work on display ideas. 

 

7. Participate in and complete additional training events as they are scheduled. 

 

8. Become familiar with the Arboretum and its mission and vision. 

 

Qualifications: Desire to learn about the Arboretum; outgoing and courteous personality; 

desire to assist Arboretum visitors; previous retail experience helpful but not required. 
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Training: Training will be provided by Arboretum staff and experienced volunteers. After 

the initial training there will be opportunities for continuing education and training 

throughout the duration of the volunteer’s involvement with the Arboretum. Topics will 

include Arboretum history and mission, computer and other equipment use, resources 

available to help visitors, customer service skills, information related to Arboretum 

exhibits and programs, and other related areas. 

 

Commitment: After successful completion of the initial training, bookstore clerks can 

sign up for any shifts available and are asked to make and initial commitment of three 

shifts per month for six months. Shifts run from 9:30 a.m. to 12:30 p.m. and 12:30 p.m. to 

4:00 p.m. on weekdays; on weekends the shifts are 12:30 p.m. to 4:00 p.m.  

 

Benefits: As a bookstore clerk you will get to meet interesting people, support the work 

of the Arboretum, discover all kinds of fascinating books on ecology and natural history, 

and you’ll receive: 

 An invitation to the Annual Volunteer Recognition Reception 

 Recognition in the Arboretum newsletter volunteer recognition issue 

 An invitation to the Winter Enrichment Education Series for Arboretum 

volunteers and Madison-area naturalists 

 A periodic volunteer newsletter 

 Free parking 

 

 

 

This is an equal opportunity position. Please let us know if you need any 

accommodations.  

 

Contact Judy Kingsbury at judith.kingsbury@wisc.edu or 608-262-5604 for more 

information. 
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