Ella Sharp Museum Job Description
Name of position


Reports To: Director of Curatorial Affairs


Classification: Part-time
Department:
Curatorial Affairs
Location: 3225 Fourth St. Jackson, MI
Supervises: Interns and Volunteers
Salary range:    $16.00 per hour

About this position

 

Representative responsibilities of this office include: 

Collections 50% 

· Prepare collections for exhibition, rehouse and process incoming collections.

· Research and document the provenance and records of each object, utilizing museum records and sources as necessary.

· Perform grassroots collection outreach and initiatives alongside other staff. 

· Process digital collections and digitize appropriate analog candidates alongside archivist.
· Utilize PastPerfect CMS to catalog and document the condition of all objects.

· Assess the conservation and storage needs of collection.

Exhibitions 40%

· Assist Director of Curatorial Affairs and Archivist in planning exhibit schedule.

· Work with curatorial team in synthesizing exhibit themes and narratives.

· Work with curatorial team to install and deinstall both in house and travelling exhibitions.

Public Programming and Events 10%

· Assist staff during annual Art Beer and Wine fundraiser event.
· Assist in implementing large public programming events where needed.

Desired Qualifications: 

· Bachelor’s Degree in History, Art, Museum Studies, or similar field.

· Ability to work independently and with other staff members in a team and goal-focused environment.

· Detail-oriented, able to follow instructions accurately, and able to use good judgement in executing proper handling of artifacts.

· Excellent research, writing, communication, and basic computer skills required.

· Experience with collections management software preferred, but not required.

This position requires the ability to do one or more of the following throughout the day: stand, walk, sit, bend, and reach above and below shoulder level, and lift/carry 50 lbs. The noise level in the work environment is variable and unpredictable, ranging from quiet to loud. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. All job applicants receive equal consideration for employment.
About the Ella Sharp Museum

The Ella Sharp Museum, a 501(c)(3), was founded in 1965 and offers programs, exhibits, and

experiences preserving community history, advancing art appreciation, and connecting children

with astronomy. Our 6-acre campus includes the Hadwin Center with exhibit galleries, program

spaces, rental facilities, and offices; the Merriman Sharp farmhouse, a one-room schoolhouse, a

log cabin, barn and the Hurst Planetarium. Our mission focuses on providing opportunities to

connect our community with history and the arts. Additional information about Ella Sharp

Museum is available at www.ellasharpmuseum.org. 

How to apply: Submit cover letter and resume via email to: 
Director of Curatorial Affairs, Harrison Marcott, at HarrisonM@ellasharp.org.
Resumes will be reviewed upon receipt. 
Position open until filled 

