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POSITION DESCRIPTION

Position Title:
Collections & Exhibitions Officer
Reports To:
Collections & Exhibitions Manager
Roles Reporting To This One:
The position holder will be required to co-ordinate the work of volunteers and/or support staff
The Collections & Exhibitions Officer will work closely with the Collections & Exhibitions Manager to support the professional interpretation and management of the Bundanon Trust Collections and exhibitions including the Heritage precinct. 

OBJECTIVES

This position will assist the Collections & Exhibitions Manager with:

1 research and documentation

2 interpretation of the Collections, including the Bundanon Homestead, Studio and the heritage precinct
3 conservation, handling & storage of artworks
4 exhibition preparation and installation

5 administration of the collections, retail outlet and site access
6 coordination of on site visits and volunteers
7 assist with general correspondence including enquiries, loans and copyright
8 other duties as required
SELECTION CRITERIA

Essential

· Tertiary qualification in Fine Arts or Visual Arts or relevant experience
· Basic computer skills using Word, Excel, Access and internet

· Experience with and an understanding of art collections including art handling skills

· Experience or training in documentation of art collections

· High level attention to detail 

· Confidence in public presentation

· Current NSW driver’s licence.

Desirable
· A Museum Studies qualification or equivalent
· Research skills

· Experience working with a collection in a museum or gallery
· A knowledge of Bundanon, Arthur Boyd and Boyd family artists
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Collections & Exhibitions Officer

PRINCIPAL DUTIES AND RESPONSIBILITIES:

1. Research and documentation

1.1. Accession artworks into the Bundanon Collection 
1.2. Research details of artworks and artists and relevant historical material
1.3. Assist with maintaining and updating the Bundanon Collection online database
1.4. Assist with digitisation of the Bundanon Collections as required
2. Interpretation of the Collections, including the Bundanon Homestead, Studio and the heritage precinct

2.1. Provide access to the Collections for visitors and staff

2.2. Assist with access the Collection database as required
2.3. Conduct guided tours of the Homestead, Studio and Study Centre for groups and individuals.

2.4. With other relevant staff develop ongoing interpretation tools which enable understanding and appreciation of Bundanon Collections
3. Conservation, handling & storage of artworks

3.1. Provide assistance to move or package works of art
3.2. Assist Collections Manager with implementing preventative conservation strategies

3.3. Ensure artworks and other Collections items are stored, displayed and handled correctly
3.4. Assist with conservation cleaning of artworks, storage facility and display locations
4. Exhibition preparation and installation

4.1. Provide assistance in preparing works for exhibition including creating lists of works, preparing documentation, packing artworks, liaising with couriers etc.

4.2. Assist with the installation of exhibitions on and off site
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Collections & Exhibitions Officer

PRINCIPAL DUTIES AND RESPONSIBILITIES (continued):

5. Bundanon Open Day duties
5.1. Take responsibility for the Bundanon site on Open Days, including the security of the heritage precinct; monitoring visitor movements and supervising volunteers.

5.2. Undertake guided tours of the Homestead and Studio as required.

5.3. Staff and/or supervise the reception and shop on rostered Open Days to facilitate ticket sales for guided tours and the sale of merchandise

5.4. Account for all sales and operate MYOB Retail Manager
5.5. Maintain data on visitor attendances
6. Coordination of on site visits and volunteers

6.1. Liaise with volunteer guides and maintain records and schedules for volunteer participation
6.2. Participate in training volunteers in site interpretation

6.3. Liaise with relevant staff regarding mid week tours and facilitate visitor access to all parts of the heritage precinct and the Collection.

7. Assist with general correspondence including enquiries, loans and copyright

7.1 Undertake routine correspondence, filing and record management.

7.2 Respond to enquiries regarding loans from the Collection and facilitate formal requests.

7.3 Respond to enquiries regarding copyright and facilitate formal requests.
8.
Other duties as required.
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