
 
 

PART-TIME CURATORIAL ASSISTANT POSITION  

 

Responsibilities include, but are not necessarily limited to:  
 

The position of Curatorial Assistant is available immediately.  The Curatorial Assistant will provide 

assistance to the Director of the Art Museums and the Acting Curator of Art with administrative 

support, research for collections objects and exhibitions, filing of collections records and related 

paperwork, general curatorial inquiries and collections maintenance for the Michele and Donald 

D’Amour Museum of Fine Arts and the George Walter Vincent Smith Museum.  This is a part-time, 15 

hour per week position which reports to the Acting Curator of Art.  

 

Essential functions of the position include but are not limited to the following: 

Administrative support including preparation of purchase orders from verbal and written instructions; ordering 

supplies, and verifying that all purchases are received; answering general inquiries about the Museums and 

collections; returning phone calls to the public; making photocopies; getting and distributing mail. 

Assist the Director and the Acting Curator of Art with research, planning, organization, and realization of art 

exhibitions. 

Write, edit, and assist in the production of exhibition-related materials, including wall texts, extended object 

labels, public relations and education materials.    

Assist the Preparator in the display of permanent collection objects. 

Conduct weekly collection gallery inspections and weekly inspection of works on view in temporary exhibitions 

and assist with follow-up arrangements in the event of damage, deterioration, etc.; dust pedestals and wash 

plexiglass displays as needed. 

Assist in maintenance of the collection and temporary loans; photography of permanent collection objects; greet 

and assist visiting scholars to review permanent collections objects.   

Attend curatorial and exhibition planning meetings as assigned. 

Attend special events as assigned. 

Other special projects or departmental duties as assigned. 

 

Qualifications include, but are not necessarily limited to: 

 

A Bachelor of Arts degree in art history or related field preferred, 1-3 years prior curatorial or 

administrative related experience preferred. The following are necessary: A proven ability to work 

collaboratively and successfully with others; outstanding organizational and planning skills with 

attention to detail and follow-up; ability to prioritize and meet deadlines in a fast-paced environment; 

strong computer skills; and excellent written and oral communication. The successful candidate must 

be capable of interacting with colleagues, the public, docents, artists and lenders in a respectful and 



positive fashion; possess problem-solving skills with the ability to anticipate and facilitate solutions; 

and have the ability to maintain confidentiality. This position requires a valid driver’s license and 

requires handling and moving art work weighing up to 25 pounds.  

Interested individuals should submit their cover letter, resume, and a writing sample to: 

hhaskell@springfieldmuseum.org  by September 27, 2018.    

In advance, thank you to those who submit their application for this position.  Individuals selected for an 

interview will be contacted in the near future. 
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