10660
ASSISTANT DIRECTOR - MOBILE MUSEUM OF ART

KIND OF WORK:  This is professional and administrative work in assisting the Director of the Mobile Museum of Art in the management and promotion of the museum.
DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for any phase of the management and direction of the Mobile Museum of Art as assigned by the Director.  Work is performed under the general supervision of the Director of the Mobile Museum of Art and the governing Board in accordance with established policies and procedures with considerable latitude for the exercise of independent judgment.  Supervision is exercised over a staff of professional, sub-professional and clerical employees.  The Assistant Director-Mobile Museum of Art performs the duties of the Director in the latter’s absence.
EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)   Assist the Director in the supervision of the services, staff, activities and overall administrative operations of the Mobile Museum of Art; assist in the planning and developing of goals, policies and programs to promote the Museum; oversees financial and marketing operations; supervises the maintenance and care of the museum building and equipment; prepares or assists in preparing the budget; plans and directs the work of assigned staff; reviews and evaluates budget requests prior to submission to the Finance Committee of the Board of Trustees; maintains operating and project budgets; oversees monthly financial reports; oversees special projects; acts in the capacity of Director during the latter’s absence; answers correspondence, complaints and requests; attends meetings on behalf of the Director; advises and confers with the Director, Board, governmental officials and other parties; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Considerable knowledge of the purpose of art museums and their role in the educational and cultural life of a community; considerable knowledge of the principles, methods and specialized techniques involved in the research, organization, display and care of a wide variety of works of art in a museum; considerable knowledge of and ability to apply the principles, methods and procedures of sound business management to art museum functions; good knowledge of computers and software appropriate to museum operations; ability to plan and develop the scope and activities of the art museum; ability to plan, develop and direct the work of others; ability to prepare and effectively present oral and written reports, lectures and addresses; ability to establish and maintain effective public relations and working relationships with other professionals in the field, public officials and employees.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a Master’s Degree in Business Administration, Accounting, Art History or Museum Studies and a minimum of three years’ responsible experience in museum management or closely related field, or a combination of education and experience equivalent to these requirements.

Adopted:
03/04/08






WTP:  1 year











Physical Group:  III
