WATERLOO

Job Description

Job Title: Museum Curator, Science
Department: Dean of Science Office
Reports To: Manager, Science Outreach
Jobs Reporting: None

Salary Grade: UsG 9

Effective Date: May 2019

Primary Purpose

In keeping with the Faculty of Science’s strategic priority area of enhanced visibility, reputation and
community, the Museum Curator is responsible for developing, promoting, acquiring and maintaining
collections and exhibits for the Science Museum & Galleries (SMG) and Earth Sciences Museum (ESM).
The Museum Curator also supports related Outreach events with the purpose of making science and
scientific research an accessible and comprehendible topic for interested audiences.

Direction and context for specific priorities may be derived from other members of the Faculty’s
Administrative Committee (Departmental Chairs). Additionally, the Museum Curator works in partnership
with the Department of Earth and Environmental Science and the Advisory Board to establish priorities for
the Earth Sciences Museum.

Key Accountabilities

Earth Sciences Museum & Science Museum and Galleries Development and Maintenance

¢ Encourage and facilitate conversation with various Science academic units to identify their outreach
needs or specific interests for exhibit topics

e Plan, develop and implement new museum and gallery spaces to enhance the Faculty of Science’s
physical presence

¢ Maintain the Earth Sciences Museum and Peter Russell Rock Garden, and other exhibits/galleries
as they are implemented

e Assess opportunities for development of online resources related to museum spaces or collections,
to widen the reach to audiences or tie in with science curriculum.

Community Engagement

e Manage an on-going program of exhibits, tours and events in the ESM and SMG

e Develop partnerships with individuals, community groups and institutions

¢ Promote existing and new exhibits/galleries through special events to general public or special
interest groups

o Develop education programs for visiting school groups or current students, and general interest
materials to further engage visitors

e Engage in selected external outreach activities or events as appropriate, in consultation with the
Manager, Science Outreach

Administrative

¢ Maintain museum policies and strategic plans to adhere to Government standards

¢ Coordinate the day-to-day operation of the ESM and maintain tour and program schedules
e Hire and manage staff and volunteers (temporary contract, cooperative or work study)

o Coordinate calendar of external events in which the ESM and SMG will participate
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e Communicate with internal and external stakeholders

e Record museum data and conduct analytics

Financial

o Write external grant applications and reports

¢ Manage budgets for ESM and SMG

e Secure internal or external funding for ESM and SMG upkeep or for new projects

e Secure internal or external funding for support staff (temporary contract, co-op or work study
students

e Submit annual reports to both external and internal supporters

Collection, Acquisition and Maintenance

e Oversee acquisition of new pieces to the ESM and SMG collection

Create and maintain governance, collection, conservation and physical plant policies

Through advancement provide stewardship to donors to maintain relationships

Manage collection database, storage, and security

*All employees of the University are expected to follow University and departmental health and safety policy,
procedures and work practices at all times. Employees are also responsible for the completion of all health and
safety training, as assigned. Employees with staff supervision and/or management responsibilities will ensure that
assigned staff abide by the above, and actively identify, assess and correct health and safety hazards, as required.

Required Qualifications

Education

e Master of Science degree required; comprehensive knowledge of natural sciences preferred.

Experience

e Three to five years’ experience in curatorial duties (exhibit development and collection
management)

o Experience managing staff, volunteers and committees

e Experience in written and oral communication about Science

¢ Ability to write external grant applications and reports, and execute deliverables

e Public speaking and presentation skills are required

Knowledge/Skills/Abilities

¢ Intermediate technical ability with MS Office, social media platforms, PowerPoint, Adobe Creative
Cloud and Google Apps

o Well-developed interpersonal and communication skills

¢ Ability to influence stakeholders

e Attention to detalil

Nature and Scope

e Contacts: Internally, makes contact with personnel on campus to: obtain, clarify, and discuss
information or arrange services for exhibit creation and installation, or events. Internally collaborates
with numerous Faculty and campus support units. Externally, engages, collaborates or networks with:
prospective donors, general public, Science alumni, industries, museum organizations, prospective
students, community groups, teachers, parents and other stakeholders, technical, artistic, historic and
service organizations.

e Level of Responsibility: Specialized work with minimal supervision and provides guidance to others,
including faculty members, volunteers, temporary and contract employees. Establishes, communicates
and works towards priorities that support outreach initiatives for academic units in the Faculty of
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Science. Manages, as needed, contract staff, long-term volunteers, co-op and work-study students
who directly report to the Curator. Responsible for engaging, training and managing student and adult
ESM and SMG volunteers (~100+).

o Decision-Making Authority: Independently develop and coordinate work schedule (including travel)
with co-workers. Makes decisions on suitability of long-term and short-term volunteers, ESM advisory
board members and SMG board members. Hires co-op students. Hires contract staff to fulfil
requirements for museum exhibits (both new and existing). Independently coordinates museum
development and maintenance with Plant Operations and external organizations. Assesses suitability
of collection materials and content to support displays that fulfill needs of academic units and science
outreach.

e Physical and Sensory Demands: Role requires a high level of attention to detail and ability to work in
multi-tasking manner. The role also requires some exertion of physical or sensory effort that could
result in moderate fatigue, strain, or risk of injury

e Working Environment: Some evening and weekend work required. Extended hours may be
necessary during outreach events or while traveling. Frequent local and provincial travel is required.
Examples include: classroom/school or community visits and/or events, conferences and meetings;
festivals and shows



