
 

The Smithsonian Associates 
STUDIO ARTS REPRESENTATIVE VOLUNTEERS: Position Description 

 
Studio Arts Reps with a thorough understanding of their role, performance guideline expectations, and 
duties/responsibilities are of invaluable assistance to Associates staff members and instructors.         

 
 

 
 
 
 
 
 
 
 
 
 
Duties & Responsibilities 
The duties of a Studio Arts Rep Volunteer include, but may not be limited to the following:  
 

1. Arriving on time:  Arrive at least forty-five minutes in advance for the first program and as 
requested by the instructor at subsequent sessions. 

 

2. Setting up the room 
 

3. Communicating with the instructor 
 

4. Welcoming students upon arrival  
 

5. Selling tickets and memberships (on rare occasions) 
 

6. Distributing class handouts and other materials 
 

7. Assisting the instructor before and during the class 
 

8. Providing the model (if a Life Drawing Class) with appropriate payment forms 
 

9. Cleaning the room at each class sessions’ conclusion 
 

10. Distributing and collecting course evaluations at the last session 
 

11. Returning the course packet to our office 
 

Participating in the program:  Studio Art Reps are permitted to dabble in the class, off to the side, but 
are asked to defer to the paying program participants when asking questions and seeking the 
instructor’s time. You are primarily responsible for assisting at programs and may not necessarily expect 
to see and /or participate in all aspects of the class sessions. Studio Arts Reps who feel they missed 
enough of the program that they would like to be assigned to it a second time are welcome to request it 
again.     
 

Contact: Jenna Jones CVA, 202-633-8596 / volunteer@smithsonianassociates.org 

Purpose / Role 
 

The Associates volunteer program recruits and trains Studio Art Rep Volunteers to:  
 

1) assist our programming staff in the presentation of art courses 
 

2) assist studio arts instructors and participants as requested and as needed 
 

3)  promote membership and future participation in courses and programs 
 

4) enhance program participants’ experience at our studio arts courses by providing a 
professional, hospitable welcome and assistance. 
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