
JOB DESCRIPTION

POSITION TITLE



Visual Resource Curator




REPORTS TO:



Department of Art and Art History

PRIMARY FUNCTION: 
To provide, maintain and expand digital and other image-based support for the curricular needs of the Department of Art and Art History.
AREAS OF RESPONSIBILITY:

1. Administration of the overall operations of the Visual Resource Center.
2.   Project planning and supervision of student workers for the Visual Resource Center.
3.  Development and execution of both short-term and long-term plans to effectively shift the   
collection from traditional media to digital media in keeping with current teaching trends.
4.  Assessing, classifying, cataloging and processing materials for the collection.
5.  Management of equipment and resources held within the collection.
SUPERVISORY RESPONSIBILITIES: 


The Visual Resource Curator is regularly responsible for the supervision of 2-3 student workers during the academic year.  The curator also may elect to supervise a student worker as his or her assistant during the summer break to do special collection work.
CONTACTS:


The Visual Resource Curator regularly reports to and consults with the chair of thE department of Art and Art History and works with the administrative assistant for the department.  He or she also regularly stays in close communication with departmental faculty, confers with key members of the offices of Information and Instructional Technologies as well as the St. Olaf College library system and maintains contact with the Carleton College Visual Resources Curator.  Working with St. Olaf faculty outside the Art and Art History Department is also necessary at times to support the greater teaching goals of the college
EDUCATION: 
Essential:
B.A, B.F.A, or B.S. with Art History or Art background desirable.
EXPERIENCE:
Essential:
Experience working with digital media and digital imaging tools. Experience working with a library-type collection, experience supervising workers, and a basic understanding of working with databases.

Desirable:
Background in and understanding of digital media and digital imaging technologies including Adobe Photoshop, image scanning, digital photography, and presentation tools. Familiarity with information science, database structures, programming and data entry. Familiarity with CONTENTdm. Assessment, cataloging and processing of collection materials and knowledge of on-line image resource tools. 
KNOWLEDGE, SKILLS, ABILITIES:
Requires a detail-oriented individual who can work independently and balance many projects.  This position requires the ability to communicate well with others and to supervise student workers. This position also requires the ability to set and meet both long-term and short-term deadlines and to deal with changing technological environments. Ability to work with many people and adjust to many different work styles to maintain a constantly growing curriculum-based image collection.

PHYSICAL DEMANDS:
This position requires a great deal of concentrated work on the computer, which results in much sitting and fine motor movement.  Work with slides in the collection drawers as well as copy stand photography work requires a great deal of bending.
WORKING ENVIRONMENT:

Office environment.

WORK SCHEDULE:
FTE:   .25 FTE year-round

Shift: 
Averages 10 hours per week, schedule flexible.
APPROVAL:                                     
Meg Ojala, Dept. Chair
DATE:




May 2007
