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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00251

	Pay Grade:
	6

	Title:
	Collections Administrator

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Collections Administrator is responsible for administering the permanent collection of the McMaster Museum of Art by overseeing loans, exhibitions, database inventory, shipping, acquisitions, insurance, copyright, and conservation.

	Purpose and Key Functions:
	· Administrate loans from the permanent collection to other institutions by generating loan agreements, completing outgoing condition reports, and making transportation arrangements.

· Arrange to borrow images from other institutions for publication purposes.

· Plan, schedule, and coordinate the internal and external movement of exhibits and works of art.

· Review and interpret a variety of legal contracts pertaining to exhibit needs, requirements, and restrictions.

· Organize shipping and receiving arrangements for multiple exhibits from a variety of locations.

· Discuss exhibit transportation arrangements with service providers, lenders, artists, curators, and museum professionals.

· Identify and maintain special care and handling requirements for exhibits within the collection.

· Create scheduling charts to document the transportation of exhibits.

· Develop schedules for the shipping and receiving of exhibition loans.

· Negotiate the cost of shipping and crating of exhibits with various service providers.

· Source, obtain, and review cost estimates for a variety of services.

· Obtain appraisals and complete applications for the Canadian Cultural Property Export Review Board on behalf of donors.

· Inform logistics providers of special handling provisions required for various exhibits.

· Monitor conditions of collections and identify deficiencies which require further review.

· Request permission from copyright holders for artwork held in the permanent collection or loaned to the Museum.

· Provide training and assistance to staff on the use of database and filing systems. 

· Maintain and update both electronic and hard copy files and databases.

· Catalogue new collection acquisitions and complete condition reports and physical examinations of art.  

· Document the condition of specific pieces of art and include photographs, measurements, dimensions and note any damage that has been identified.

· Scrutinize and assess the physical condition of various exhibits and refer issues to the appropriate manager.

· Contact the appropriate conservator and provide access to pieces of art and ensure that they are restored to their original state.

· Arrange for appraisers to examine pieces of art to determine the value and to ensure appropriate insurance coverage is secured.

· Arrange photography for new acquisitions and permanent collection works of arts.

· Assist donors with understanding and navigating the donation process regarding the deeds of gift, appraisals, shipping, tax receipts, and other required paperwork.

· Maintain the confidentially of donor records and financial information.

· Develop and maintain a database inventory of works of art.

· Create and modify queries to extract data from databases.

	Requirements:
	Bachelor’s degree in Art History or related field.

Requires 3 years of relevant experience.

	Assets:
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	Additional Information:
	     


