07150
Museum Division Manager  
Grade: 10


FLSA: Exempt
Date:	03/17 


Job Summary: Provides leadership and management of the Museum Division. To include; strategic planning, fundraising and developing collaborative external and internal partnerships, overseeing museum operations, establishing procedures and assessing the work of assigned staff to facilitate the achievement of Museum Division goals and objectives; works under the supervision of the Recreation and Parks Director with a wide latitude for independent action and judgment; performs other duties as assigned.




Essential Functions:

1. Manages and administers the operations of the St. Clement’s Island-Potomac River Museum, Piney Point Lighthouse Museum & Park and Drayden African-American School house including exhibits and daily activities;
2. Collaborates with the Director of Recreation & Parks and the Museum Board of Trustees to develop and implement a strategic plan incorporating best practices and maintaining museum accreditation;
3. Writes grant applications for museum funding and researches and implements new grant opportunities; 
4. Oversees and manages the effective marketing and promotion of Museum exhibits, activities and programs;
5. Works with Local and State elected officials, Boards and Committees and the community to promote and enhance the Museum Division and to develop fundraising opportunities;
6. Assists the Director of Recreation and Parks with the development of the Museum division budget and with management of the Capital Improvement Projects relating to the County's Museums;
7. Conducts research, preserves, conserves, exhibits, interprets and collects those particular archaeological and historical features which are of significance to the prehistory and history of the County;
8. Oversees the development and implementation of educational materials, publications and outreach programs to be utilized in the interpretation of the history of St. Mary’s County;
9. Oversees the design and fabrication of museum exhibits;
10. Oversees the registration of museum collections utilizing acceptable techniques recommended by the American Alliance of Museums;
11. Insures that all of the museum’s collections remain in a stable condition by designing guidelines for handling, storage, exhibition and travel of objects and specimens;
12. Supervises, trains, and evaluates assigned staff and volunteers; 
13. Performs other duties as assigned.














Required Knowledge, Skills, and Abilities:  

1. Ability to gain advanced knowledge of St. Mary’s County Government policies and procedures;
2. Ability to act as a representative of St. Mary’s County Government to the public and to communicate effectively; 
3. Advanced knowledge of the principles, practices, and procedures of administrative management, and the ability to interpret them to the staff and the public;
4. Extensive knowledge of governmental fiscal policies, procedures, and legal mandates including the budget process;
5. Extensive knowledge on modern research and investigative techniques and procedures;
6. Extensive knowledge of the laws, statutes, and ordinances of the State of Maryland and St. Mary’s County;
7. Ability to keep the Director and all relevant parties informed of all major issues and programs and to recommend changes as appropriate;
8. Ability to supervise, plan, and coordinate the work of diverse staff in order to accomplish departmental goals and objectives;
9. Ability to review, evaluate, and initiate appropriate action on technical and legal reports, contracts, and documents concerning departmental matters;
10. Ability to establish and maintain effective working relationships with county officials, associates, subordinates, representatives from other agencies, and the general public;
11. Knowledge of electronic resources, including the Internet and database information retrieval;
12. Ability to operate relevant computer systems, including hardware and software, and office machines; knowledge of museum practices and methods, including the design and preparation of exhibits;
13. Ability to design informative historical exhibits.





Education and Experience: 
1. Bachelor’s degree required, Master’s degree preferred;
2. Seven or more years of management experience related to Museums, historical attractions or related facilities;
3. Or equivalent technical training, education, and/or experience.


Supervision:

Supervisor:  Director of Recreation and Parks
Supervises:  Museum Specialist, Museum Site Supervisor, and Museum Technician











Physical and Environmental Conditions: 

Work requires no unusual demand for physical effort.

Work environment involves everyday risks or discomforts which require normal safety precautions typical of such places as offices or meeting rooms, e.g., use of safe work place practices with office equipment, and/or avoidance of trips and falls. 


The above job description is not intended as, nor should it be construed as, exhaustive of all responsibilities, skills, efforts, or working conditions associated with this job.  

Reasonable accommodations may be made to enable qualified individuals with disabilities to perform the essential functions of this job.


I certify that this is an accurate statement of the essential functions and responsibilities of this position.



_________________________					______________
[bookmark: _GoBack]HR Representative							Date 




Your signature below indicates that you have received a copy of this position description.


_________________________					______________
Employee’s Signature						Date
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