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Museum Curator I for Gallery Services

Duty Statement

(as of 03/02/07)

Under the supervision of the Curator and Program Manager of Education, the Museum Curator I for Education takes the lead in training, supervising, scheduling and managing gallery education and services operational staff in their public interaction.  Also assists in analyzing staffing and operational needs for Gallery Services, coordinates the interpretive input of others and produces and maintains necessary records, reports, budgets and recommendations.  Assists in designing and implementing museum based educational materials and programs; and maintaining partnerships with other educational organizations and community groups as it pertains to providing and insuring quality gallery operations and guest services.  

40%       Supervises overall management and scheduling of Gallery Services Staff including work study students, Young Docents, Volunteer support teams and other staff as assigned as related to public interaction and conducting tours, monitoring galleries and exhibits, and maintaining accounts for accuracy of records and inventories of supplies and resources utilized in gallery services.

25%       Develops and writes complementary materials and programs for guest services and operational controls associated with delivery of museum guest services and all associated in-house staff and temporary worker and volunteer force training.  Oversees and supervises seasonal and outreach programs at the museum and off-site.

15%       Updates staff on museum education methods and practices through seminars and lectures; provides reading and other educational materials; trains gallery educators in touring practices.

15%        Provides programming support to Curator of Education by creating and implementing programs, contacting artists, panelists, speakers, ordering supplies, ordering set-ups and solidifying partnerships and programs with other institutions or groups, and other educational duties as needed.

5%       Staffs special events and other duties as assigned.
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