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Ambassador Volunteer Description 

 

 

Position Description: This position combines the role of reception volunteer, gallery 
volunteer, and shop volunteer into one main role of Nikkei Centre 
Ambassador. 
 
This volunteer’s main role is to greet the public as they enter the 
building, direct them accordingly, and be an informed source of 
information. They will be a friendly, outgoing person who can 
encourage guests to visit the gallery and shop, and provide 
explanations on our exhibits and merchandise.  
 
The aim is to increase gallery and shop visits, purchases made at the 
shop, and foster a strong sense of welcome as guests enter our 
facilities. 

Tasks: Tasks will be divided into 4 main areas: 
 
Reception: (Note - These tasks will be completed primarily by 
reception staff, but may require assistance from Ambassadors during 
staff break times or busy periods) 

 Greet customers and clients; respond to general phone and 
walk-in inquiries 

 Operate a multi-line telephone switchboard console; answer 
all incoming telephone calls, provide information and/or 
transfer calls to the appropriate program staff and 
departments 

 Receive packages, letters, parcels and sign for deliveries as 
required 

 Payment processing for programs, rentals, membership fees 
and donations 

 Provide information about membership, NNMCC programs, 
volunteering, etc. 

 
Gallery: 

 Have a strong working understanding of the current exhibit, 
including a basic understanding of Japanese Canadian history  

 Direct the public to the main 1F gallery, as well as the upstairs 
exhibit  

 Collect gallery admissions fee 
 
Shop: 

 Maintain organization and cleanliness of all merchandise and 
general shop maintenance 
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For more information, please contact: 
 
Emiko Newman 
Volunteer Coordinator 
volunteer@nikkeiplace.org 
604.777.7000 ext. 108 
 
Or visit our website: https://centre.nikkeiplace.org/volunteer/ 

 Provide descriptions of merchandise 

 Cash/credit card sales, pricing, and inventory 
 
Other: 

 On the occasion that the Ambassador has extra time and if 
staff have tasks they require assistance with, the Ambassador 
may work with staff on other projects 

 

Qualifications:  Strong communication skills in English 

 Speaking/reading Japanese is an asset but not mandatory 

 Proficient computer skills/Microsoft Office experience 

 Experience working with a diverse population 

 Ability to work independently, with little supervision from 
staff 

 Friendly, outgoing, positive personality 

 Passionate about interacting with the public   
 

Volunteer Benefits:  The Ambassador program aims to provide volunteers with 
experience interacting with diverse populations, customer 
service and administrative experience, and deepen their 
understanding of Japanese Canadian culture and history   

 Volunteers can receive a certificate of completion and/or a 
reference letter, upon request 

https://centre.nikkeiplace.org/volunteer/

