NOW RECRUITING VOLUNTEERS

Front Desk / Membership Coordinator

Urban Media Arts (UMA)

Be the welcoming face of a vibrant community media arts center!

ABOUT THE ROLE

The Volunteer Front Desk / Membership Coordinator is often the first point of contact for
guests, members, artists, and community partners at Urban Media Arts. This role supports
daily front desk operations, member engagement, and administrative tasks in a creative,
mission-driven environment.

Perfect for individuals interested in arts administration, nonprofit operations, community
engagement, or gaining hands-on experience.

WHAT YOU’LL DO

Operations & Admin - Greet visitors and members with warmth and professionalism -
Answer phones, emails, and messages - Support scheduling, inventory check-in/out, and
CRM tracking - Maintain organized physical and digital files - Receive and distribute mail -
Coordinate office supplies and vendors

Member & Community Engagement - Schedule orientations, tours, workshops, and
special events - Support outreach and membership growth efforts - Assist the Executive
Director with the community events calendar

IDEAL VOLUNTEER

e Friendly, reliable, and organized

e Strong communication and customer service skills

e Comfortable multitasking in a busy front desk setting

e Able toworkindependently and as part of ateam

e Interestinthe Malden community and media arts

e Bilingual (Portuguese, Spanish, French, or Mandarin) a plus

e Ability to lift up to 25 lbs

e Familiarity with MS Teams, Canva, Adobe, Constant Contact, or willingness to learn



TIME COMMITMENT
Preferred schedule: - Mon, Wed, Thu: 9:00 a.m.-2:00 p.m. - Tue: 10:30 a.m. -3:30 p.m.

Occasional evenings or weekends for events appreciated. Hours may be flexible.

COMPENSATION

This is an unpaid volunteer position. Benefits include professional development,
networking opportunities, skill-building experience, and access to UMA programs and
events.

HOW TO APPLY

Email aresume and brief statement of interest to: tina@umaverse.org

Applications reviewed on a rolling basis. Please do not call.

Urban Media Arts is committed to equity and inclusion. We strongly encourage
volunteers from underrepresented and marginalized communities to apply.
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