Curatorial Assistant I

SUMMARY: 

Under general supervision, assist specified museum or gallery collection with the creation, planning, research, and general maintenance of collection exhibitions.

DUTIES AND RESPONSIBILITIES: 

1. Manages collections case by following and implementing museum standards for processing and cataloging incoming material and associated archives.

2. Maintenance of systemic order.

3. Maintains the physical condition of the collection and its corresponding records.

4. Manages a computer database of records and transactions following established guidelines.

5. Promotes efficiency of data entry procedures to maximize data integrity.

6. Makes artifact mounts, display cases and other exhibit structures,

7. Prepare galleries for new exhibits.

8. Exhibit installation.

9. Perform routine gallery repairs and maintenance.

10. Performs miscellaneous job-related duties as assigned.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Ability to communicate effectively, both orally and in writing.

· Ability to understand and follow complex, detailed technical instructions.

· Ability to use hand and power tools.

· Informational research skills.

· Records maintenance skills.

· Skill in the use of personal computers and related software applications.

