
  

Job title Sales Associate 

Reports to Gallery & Retail Coordinator 

Classification Part- time Hourly 

  

Job purpose 

  

The Sale Associate is responsible for sales at the Art Association of Jackson Hole. This job requires the 

associate to provide high level customer service to a multitude of customers through the art supply store 

and the gallery. In most cases, this person will be the first impression for those interacting with the Art 

Association. 
  

Duties and responsibilities 

  

● Open and close the art supply store and gallery 

● Maintain a clean, organized space in the front desk area and gallery 

● Mail packages/letters, check the mail, and sort accordingly 

● Answer store line and field questions 

● Handle walk-ins, including gallery visitors, general inquiries, questions regarding general A!A 

business  

● Direct students to relevant areas  

● Maintain emails from Store@artassociation.org 

● Complete daily square reports and send to the Gallery & Retail Coordinator 

● Learn about the art supply products 

● Help with set up and take down of Gallery Shows 

● Help with set up and take down of Store Sales Events 

● Other duties as needed 

 

Qualifications 

  

● Associate's Degree or higher 

● Knowledge of various art mediums 

● Strong organizational skills 

● Strong communication skills 

● Ability to work on a team 

● Proficiency in Mac platform 

● Bilingual in English/Spanish is a plus  

 

 

 

  



 Working conditions 

  

An hourly employee is paid for the number of hours they work per week up to 40 hours at a determined 

rate. Per federal law, hourly workers are entitled to overtime pay for hours worked over 40 hours per 

workweek. Hourly workers are considered non-exempt from overtime pay regulations. 

 

 

 

 

Physical requirements 

 

Ability to perform sedentary work. Visual acuity necessary to utilize a computer monitor throughout the 

course of a normal workday. Ability to perform repetitive keyboarding activities and operate general office 

equipment. Ability to communicate verbally, both in person and over the telephone. Ability to lift, push, 

and pull up to 75 pounds.  Ability to stand and walk for long periods of time.  Ability to work outside in 

rain, wind, cold or heat.  
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