[image: image1.jpg]McMaster

University B=s
$24




Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00252

	Pay Grade:
	6

	Title:
	Information Officer

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Information Officer is responsible for monitoring and providing exhibit information to patrons in the Museum.  Acts as a primary resource for any questions pertaining to the history and meaning of exhibits within the Museum.

	Purpose and Key Functions:
	· Review and interpret exhibits and provide information to patrons which requires an understanding of art theory, art history, and artist statements.

· Assist the Education Coordinator with the development and implementation of exhibition presentations based on Ontario Elementary and Secondary School Curriculum.

· Assist the Education Coordinator with the development of lesson plans for elementary, secondary, and postsecondary classes based on exhibitions and specific artworks.

· Assist the Education Coordinator with the development and implementation of exhibition information for adult and children English as a Second Language (ESL) classes and for visitors with special needs.

· Assist the Education Coordinator with the development and delivery of presentations at workshops, conferences, and seminars.

· Assist with curriculum and lesson planning for visual literacy courses.

· Respond to patrons who express concern over controversial art exhibits, and direct unresolved issues to the appropriate manager.

· Gather and compile information required to remain current with art movements, trends, techniques, art concepts, theories and processes.

· Monitor the gallery ensuring visitors do not touch, photograph, damage, or remove artworks from the gallery.

· Provide guided tours to various groups and individual visitors.

· Greet visitors, answer or redirect general inquiries in person, by telephone and via email and respond independently to inquiries that are specific in nature and require a thorough knowledge of established policies and procedures.

· Develop presentations and deliver information to Museum patrons.

· Provide content for web platforms and social media.

· Remain current with frequent changes to art exhibits.

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

Requires 1 year or relevant experience.

	Assets:
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	Additional Information:
	     


