POSITION ANNOUNCEMENT - WITTE MUSEUM, SAN ANTONIO, TX - www.wittemuseum.org
REGISTRAR

POSITION SUMMARY

The Registrar is responsible for the processing and organization of all collection, exhibit and loan documentation, while maintaining and updating current, old and incomplete files. The Registrar is responsible for overseeing all incoming and outgoing loan material. Under the supervision of the Collections Manager, the Registrar is to assist with the direct care of the permanent collection and is responsible for following all policies and procedures related to the management of the collection in accordance with museum best practices.

The Registrar is a key member of the team preparing for the Witte Research Center.  He or She will play an integral role in assessing the collection’s needs and planning for visible storage in the Witte Research Center.  The Registrar will lead teams of staff, interns and volunteers to help prepare the collection for the move to the new storage spaces in the Witte Research Center.

RESPONSIBILITIES

· Processes new donations and purchases while maintaining and updating current, old and incomplete collection files 
· Oversees all incoming and outgoing loans including the crating and uncrating of objects as well as reviewing and completing all condition reports and photography 
· Coordinates the shipping of permanent collection objects and incoming loan objects 
· Determines the status of “old loans” and abandoned property in the museum’s custody 
· Prepares and processes deaccessioning forms and maintains deaccessioning files 
· Extracts and relays collection information for curators, staff, donors and researchers 
· Scans and digitizes archives, artifacts, and loan images for exhibition and research 
· Assist with the care, preservation, and security of all permanent collection objects on display and in storage 
· Insures the accuracy of the data input in the Re:Discovery Proficio collection management database 
· Oversees the care and upkeep of the museum’s collection database 
· Oversees the work of the Assistant Registrar, volunteers and interns 
· Trains volunteers and interns in artifact handling 
· Rehouses and creates storage supports for artifacts as necessary 
· Transports artifacts between offsite storage and the main campus as necessary

EDUCATION

B.A. or M.A. in Museum Studies, History, Anthropology or related field

EXPERIENCE AND SKILLS

· At least three years experience in museum registration 

· Must be detail-oriented with excellent organizational and research skills and the ability to work on multiple projects with little or no supervision 
· Must be trained to handle art and artifacts and capable of training others to handle artifacts 
· Must have strong computer skills, with a preferred knowledge of a collections management database program 
· Work well with the public and donors, shippers and drivers, professional staff, and researchers 
· Prefer experience in rehousing artifacts and collection moves 
· Prefer basic knowledge of material culture 
· Prefer experience with digital photography, scanning and imaging software

PHYSICAL REQUIREMENTS

· Moderate to heavy lifting, walking, climbing stairs, etc. 
· Must be in good physical condition 
· Must be able to work flexible hours including after hours and weekends if necessary

SUPERVISION RECEIVED

· Collections Manager

SUPERVISION GIVEN

· Assistant Registrar
The Witte Museum is an equal opportunity employer.

Closing date: August 20, 2010
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