Charles M. Schulz Museum and Research Center

Position Description

Position:
In-House Exhibitions Manager
Schedule:
Full Time
Reports to:
Curator



Classification:
Exempt

Department:
Collections
Date:

January 2022



Approved:

Summary:
In accordance with the Museum’s Mission Statement, policies and procedures, the In-House Exhibitions Manager is responsible for overseeing all planning, development, design, fabrication, installation and care of exhibitions at the Museum.
Essential Duties and Responsibilities:
The essential duties and responsibilities of the position are outlined below.  Other duties may be assigned.
· Manage and take design lead for eight in house exhibitions per year, in addition to special projects 

· Plan, instruct and lead the installation of exhibitions
· Research, interview and select external vendors and contractors 
· Direct and supervise vendors and contractors while working on and off-site 
· Manage exhibition construction, painting, lighting, matting, framing, and development of display fixtures and mounts
· Design interactive exhibition components that invite visitor participation

· Develop and administer long-term and project-based exhibition schedules 
· Develop and administer budgets for all internal exhibitions

· Daily review of artwork and objects on display for stable condition

· Daily review of public impact on gallery displays. Delegation of repairs or maintenance as needed

· Review inventory levels of exhibition supplies and display objects (i.e. framing supplies, frames, doll stands, vitrines, etc.). Determine needs, vendor allocation, delegate purchasing, or fabrication needed.

· Effectively represent cross departmental needs or impact for each project 

Supervisory Responsibilities:
The In-House Exhibits Manager does not regularly supervise employees.
Qualifications:
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Education and Training:
Any combination of course work, training and work experience which would provide an opportunity to acquire the skills and abilities listed.  Normally, academic course work in exhibition design, art history, museum studies, history, or closely related courses would provide such an opportunity.  A Master of Arts Degree in museum studies or exhibition design is highly desired. A Bachelor’s Degree with two or more years work experience in a related exhibitions discipline including some management experience is suitable.

Skills and Abilities:
· Excellent written and verbal communication skills

· Strong interpersonal skills

· Strong organizational and planning skills

· Ability to work tactfully with a diverse group of vendors and contractors
· Patience, diplomacy, and flexibility
· Ability to juggle different tasks daily and not mind interruptions
· Proven leadership abilities

· Ability to work with limited supervision and under deadline

· Good working knowledge of all applications within Microsoft Office Suite, Adobe Creative Suite and Google Sketch Up or other CAD software
Physical Demands: 

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is 

· frequently required to sit, talk, hear

· frequently required to use hands to finger, handle or feel, keyboard and mouse

· occasionally required to stand; walk, sit, squat, kneel, crouch and reach with hands and arms. 

· regularly lift and/or move up to 25 pounds and occasionally lift and/or move up to 50 pounds

· occasionally required to climb, balance, stoop, kneel, crouch, and crawl

· frequently required to use close vision, distance vision, color vision, peripheral vision, depth perception and ability to adjust focus.

· occasionally required to drive and/or use employee provided transportation

Work Environment: 

The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this Job, the employee is occasionally exposed to dust, oil, fumes, noise, and odors.
The noise level in the work environment is usually moderate but can be occasionally noisy during exhibition construction projects.

