
JOB DESCRIPTION

POSITION TITLE

Registrar, Flaten Art Museum




REPORTS TO:

Museum Director

PRIMARY FUNCTION: 
Under the general direction of the Director, is responsible for inspection, identification, description of condition, transporting, reporting, and recording of existing, incoming and outgoing museum pieces. Help with installation of exhibitions as needed, other duties that may arise at the discretion of the director.

AREAS OF RESPONSIBILITY:


· Registration work with the permanent collection, long-term loans, and traveling exhibitions; the accession/deaccession process; incoming and outgoing loans; insurance; transit arrangements; assistance with budgeting. 

· Responsible for the creation and maintenance of the permanent record of history, provenance, status, condition, and location of each object of art owned by or on loan to Flaten Art Museum. 

· Work with museum director to arrange for conservation, restoration, or artist’s repair of artworks when necessary.

· Maintenance of a collections inventory, storage organization and monitoring, unpacking artwork for an exhibition or accession and repacking artwork following an exhibition, and preparing condition reports.

· Work closely with Instructional and Institutional Technology staff consultants to develop a comprehensive tracking system and an internal online system for the collection. 

· Review potentially problematic loans in terms of registrarial considerations with Director of Flaten Museum.

SUPERVISORY RESPONSIBILITIES: 
None 
CONTACTS:
St..Olaf faculty, staff, and students and the greater St. Olaf community. Museum donors; lenders, vendors, and carriers for transporting museum objects 

EDUCATION: 
Essential:
Bachelor’s degree in museum studies or art-history or related field


Desirable:


EXPERIENCE:
Essential:
Similar field 1-2 years registration experience



Desirable:
1-3 years related museum experience 

KNOWLEDGE, SKILLS, ABILITIES:

· Strong computer skills – Mac Platform

· Excellent organization skills

· Familiarity with archiving principles and museum registration methods

· Excellent skills with collections database systems (FileMaker pro is a plus). 

· Excellent interpersonal skills 

· Detail-oriented individual who can work independently and balance many projects.  

· Ability to set and meet both long-term and short-term deadlines

· Familiarity with power tools such as drills. 

PHYSICAL DEMANDS:
Ability to lift/move up to 20 pounds on a occasionally. Ability to stand for long periods of time, to stoop, to reach, to bend at waist.  

WORKING ENVIRONMENT:
Environment can be dusty at times; environment with latex painting (paint).

WORK SCHEDULE:
FTE:
.50 FTE 25 hours/week



Term:
10-month position; mid-August to mid-June;

Position to be reviewed for continuance on or before 5-31-07


Shift: 
Campus office hours 8:00 A.M. to 5:00 P.M.



Flexible scheduling of hours.

APPROVAL:                                                
Jill Ewald
DATE:




January 2006

