Grand Coteau Heritage & Cultural Centre

Job Description

Position:
Collections Manager
Supervisor:
Director

Purpose
This part-time position is responsible for the management and care of the GCHCC’s heritage, archival and natural history collections.  This position is also responsible to assist with interpretation, exhibit production and care, educational programs and general research and preservation of the local history collections.  Supervision and training of assigned staff and volunteers may be required. 
Job Duties
1. Manage the Centre’s collections including coordination and collaboration on acquisitions, registration, cataloguing, organization, storage and preservation.
2. Update policies and procedures related to collections management.

3. Consult with the Director on all aspects of conservation and collections care.

4. Manage the computerized collections database, Virtual Collections, including data entry, report generation, system maintenance and training for staff and volunteers as required.
5. Coordinate and perform periodic inventories of the Centre’s collections.

6. Exhibit production including planning, research, writing and construction.

7. Assist with research for the development of new exhibitions and for requests made by outside researchers and the general public, in accordance with established policies and procedures.
8. Organize and maintain the archival and reference collections, including newspapers and photographs.

9. Assist with budget process, financial planning, goal setting, grant writing and fundraising as needed.

10. Supervise exhibit galleries and storage areas, ensuring that an employee or volunteer is available in the main gallery during posted hours of operation.

11. Inventory control and ordering of curatorial and maintenance supplies.

12. Maintains and enforces necessary security and environmental procedures to ensure the safety of the museum environment, its personnel and its collections.

13. Manage the overall technology needs of the museum/gallery.

Qualifications

Technical

1. Formal education in history, museum studies or a related field, with one to three year’s experience in a cultural or non-profit organization.  Combination of experience and education may be considered.  Basic knowledge of history of Shaunavon & area considered an asset.
2. Willingness to enhance knowledge base through formal learning opportunities provided through Museum Association of Saskatchewan, or other approved organizations/institutions.

3. Must have the ability to interpret the collections and to communicate that knowledge in a variety of written and oral formats.
4. Must have ability to establish and maintain effective working relationships and to deal effectively and courteously with other employees, volunteers and the public through oral and written mediums, including supervising assigned employees and volunteers.

5. Must be able to independently organize, develop, plan and produce projects.

6. Must be knowledgeable and skilled in the use of computer programs, including Microsoft Office.

7. Desirable to have broad knowledge of other computer programs: Virtual Collections management software, desktop publishing, etc.

8. Must be detail oriented and have ability and desire to do repetitive tasks.

9. Must have ability to compile data and reports, create files and monitor records.

10. Must be bondable.

Physical
1. Must be able to lift and carry objects and materials up to 40 lbs.

2. Must be able to manoeuvre stairs without difficulty.

3. Must be able to work in confined spaces and on ladders.

4. Must have sufficient visual and hearing capabilities to respond to public needs and for detailed work.

Other
The statements contained in this job description reflect general details as necessary to describe the principal functions of this job, the level of knowledge and skill typically required, and the scope of responsibility.  It should not be considered an all inclusive listing of work requirements.  Individuals may perform other duties as assigned, including work in other functional areas to cover absences or relief, to equalize peak work periods, or to otherwise balance the workload.
Compensation & Benefits

Salary range:
$13.00 to start
Hours Work:
30 hours per week, some evening/weekend work required
Benefits:
EI & CPP, health & dental plan options


Statutory holidays plus three (3) weeks of paid vacation.
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