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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00253

	Pay Grade:
	3

	Title:
	Museum Monitor and Installation Assistant

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Museum Monitor and Installation Assistant is responsible for the safekeeping of art collections within the Museum.  Assists with the installation of exhibitions.

	Purpose and Key Functions:
	· Record information pertaining to visitors, appointments, callers and tour requests within the Museum.

· Track and monitor the number of people in the Museum.

· Assist the preparator with rough installation work such as patching, sanding and painting walls, and the movement of false walls, exhibit furniture, works of art, lighting, and other objects.

· Investigate security alarms and other issues by locating the source, gathering information to determine what set off the alarm, and liaising with the appropriate contacts to determine the nature of the alarm.

· Assemble and distribute a variety of mailings.

· Liaise with visitors and exchange general information with patrons and colleagues.

· Perform security checks at the beginning and the end of each shift.

· Provide others with access to secured areas as directed.

· 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.

· Use a variety of power tools when assembling plinths and conducting other installation requirements.

· Change hygrothermograph charts on a weekly basis.

	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:
	     


