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P1. Director/Execu�ve Director/Chief Execu�ve Officer 

Descrip�on: Provides visionary leadership and strategic direc�on for the organiza�on, ensuring its 
mission, sustainability, and impact. Directs the daily work ac�vi�es of the organiza�on. Accountable for 
the successful execu�on of organiza�onal programs, policies and procedures. Responsible for overseeing 
the effec�ve u�liza�on of the organiza�on's financial and human resources. responsible for professional 
prac�ces such as acquisi�ons, deaccessioning, preserva�on, research interpreta�on and presenta�on. 
Reports to the Board of Directors. 

P2. Deputy Director 

Descrip�on: Func�ons as an intermediary between the Director and one or more of the primary staff 
or departments of the museum. May direct the daily ac�vi�es of one or more major program or support 
func�on of the organiza�on. Responsible for budget, personnel, and opera�ons within designated area 
of responsibility. 

P3. Chief Opera�ng Officer/Chief Administra�ve Officer 

Descrip�on: Responsible for overseeing the opera�ons of the museum. This may include but is not 
limited to services (including service contracts), purchasing, IT, and facili�es/building maintenance. 
Supervises several administra�ve and opera�onal professionals.  

P4. Chief of Staff (NEW) 

Descrip�on: Facilitates effec�ve communica�on and decision-making between the Director’s Office; 
the museum’s leadership team; all staff; and Trustees. Effec�vely manages the Director’s priori�es and 
schedule. May provide strategic advisory, administra�ve and organiza�onal support to the Director. May 
supervise other members of the Director’s office.  

P5. Assistant to Director/Execu�ve Assistant 

Descrip�on: Manages daily office opera�ons of Director, ensuring seamless execu�on of 
administra�ve func�ons, allowing the director to focus on strategic priori�es. 

P6. Chief Financial Officer (NEW) 

Descrip�on: Directs and supports the museum’s full range of financial and accoun�ng func�ons, 
consul�ng and advising on all financial issues, compliance, and risk management. Oversight 
responsibili�es include but are not limited to organiza�onal budget, accounts receivable, accounts 
payable, payroll, and grants administra�on. Head of the Finance department. May liaise with 
investments or investment commitee of the board. 

P7. Controller (Formerly Director of Finance/Finance A) 

Descrip�on: Manages and directs ac�vi�es involving finance. May include investment management, 
accoun�ng, budge�ng for the museum, and audit responsibility (external audit and/or annual internal 
audits). May interpret accoun�ng reports to management and board. May supervise members of 
accoun�ng and/or finance departments.  

P8. Business Opera�ons Specialist (Formerly Assistant Director of Finance / Finance B) 
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Descrip�on: Provides informa�on and insights in support of business decision making across the 
organiza�on. Develops and refines the tools necessary to promote fiscal responsibility in the 
organiza�on. Responsible for conduc�ng primary and secondary research and analysis of various 
financial and opera�ng data. May perform some accoun�ng func�ons. May report to Controller or Chief 
Financial Officer.  

Alternate �tle(s): Business Analyst 

P9. Accountant (NEW) 

Descrip�on: Performs various professional accoun�ng du�es including maintenance and analysis of 
accoun�ng records, prepara�on of accoun�ng schedules, reports and financial statements; prepares 
journal entries and reconciles ledger accounts; ensures compliance with organiza�on’s policies, 
procedures and contracts.   

P10. Finance Administrator (NEW) 

Descrip�on: Processes a variety of accoun�ng transac�ons. Depending on department size, may 
work across full range of accoun�ng transac�ons, or, may have a specific area of responsibility reflected 
in their �tle (accounts payable, accounts receivable, payroll, etc). Maintains accoun�ng files in 
accordance with department procedures. Performs related general clerical du�es and provide other 
support for accoun�ng or finance staff.  

Alternate �tle(s): Accounts Payable Administrator/Accounts Receivable Administrator/Payroll 
Administrator 

P11. Chief Development Officer (Formerly Director of Development / Development A) 

Descrip�on: Responsible for successfully overseeing the museum’s fundraising strategy program and 
ensuring that the development department reaches or surpasses annual income goals. Areas of 
oversight include but are not limited to membership, grants, capital campaigns, government funding, 
and special fundraising events. Head of Development department. 

Alternate �tle(s): Chief Advancement Officer, Senior Director, Development 

P12. Director of Development (Formerly Director, Planned Giving/Ins�tu�onal Giving) 

Descrip�on: Directs development programs and ac�vi�es of the organiza�on. Depending on 
department size, may work across full range of development areas, or, may have a specific area of 
responsibility reflected in their �tle (Ins�tu�onal Giving, Grants, Membership, Capital Campaigns, etc) 
Establishes overall strategy and policies to obtain regularly scheduled dona�ons from suppor�ng 
organiza�ons and individuals. Supervises Development staff.  

Alternate �tle(s): Director of Membership, Director of Ins�tu�onal Giving, Director of Capital Campaigns 

P13. Development Officer or Manager (Formerly Grant Manager / Ins�tu�onal Giving Manager / 
Development B) 

Descrip�on: Manages one or more development func�on, depending on department/ins�tu�on size; 
may work across full range of development areas, or, may have a specific area of responsibility reflected 
in their �tle (Ins�tu�onal Giving, Grants, Membership, etc.). Responsible for wri�ng grants and/or 
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proposals in according with their func�on or func�ons. Reports to Director of Development or Chief 
Development Officer. May manage junior Development staff. 

Alternate �tle(s): Membership Officer, Ins�tu�onal Giving Officer, Grant Officer, etc. 

P14. Development Associate/Development Coordinator 

Descrip�on: Coordinates fundraising ac�vi�es either across development func�ons or with focus on 
one development func�on, depending on department and ins�tu�on sizes, in support of more senior 
Development staff. 

P15. Development Assistant (formerly Membership Assistant) 

Descrip�on: Provides administra�ve support for the Development Department. Depending on 
department size, may work across full range of development areas, or, may have a specific area of 
responsibility reflected in their �tle, or, may have a specific area of responsibility reflected in their �tle 
(Ins�tu�onal Giving, Grants, Membership, etc.).  Oversees maintenance of Development department 
records. Provides support in planning and execu�ng special fundraising events. 

Alternate �tle(s): Ins�tu�onal Giving Assistant, Grants Assistant, Membership Assistant, etc. 

P16. Director of Special Events (NEW) 

Descrip�on: Oversees strategy, planning, coordina�on, and execu�on of a diverse range of in-person 
events for the museum including but not limited to exhibi�on openings, donor cul�va�on and 
stewardship events, and other externally-focused programs. Effec�vely collaborates with mul�ple 
departments for successful event execu�on. May oversee museum’s facility rental program. Manages 
Special Events staff. 

P17. Special Events Manager/Event Planner 

Descrip�on: Organizes and coordinates special events, including but not limited to exhibi�on 
previews, fundraisers, and community fes�vals. Responsible for event planning, run-of-show on site at all 
events, and post-event evalua�on. May support museum’s facility rental program, including marke�ng 
rental program to corpora�ons, travel-tourism industry, and other appropriate customers.  

P18. Human Resources Director 

Descrip�on: Oversees key strategic human resources func�ons—including talent acquisi�on, total 
rewards, professional development, employee rela�ons, labor rela�ons and performance 
management—tailored to the ins�tu�on’s needs. May be responsible for establishing personnel policies, 
procedures and prac�ces, as well as overall Human Resources strategy. Head of Human Resources. 

Alternate �tle(s): Chief Human Resources Officer, Chief People Officer, Director of HR and Employee 
Engagement 

P19. Human Resources Manager/Manager of People and Culture (NEW) 

Descrip�on: Manages one or more func�ons in the human resources department (depending on 
ins�tu�on/department size) such as employment, compensa�on, benefits, training/professional 
development, employee rela�ons, and performance management. Par�cipates in the development and 
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implementa�on of new policies and prac�ces. May manage more junior Human Resources department 
staff. 

P20. Director of Informa�on Systems/Chief Informa�on Officer 

Descrip�on: Responsible for overall vision and coordina�on of the museum's informa�on and 
communica�ons systems and the integra�on of computer and new communica�on technology into the 
museum's programs. Supervises of one or several technology professionals. 

Alternate �tle(s): Chief Digital Officer 

P21. Systems Manager / Technology Director 

Descrip�on: Responsible for the museum's systems and technology ac�vity, such as managing the 
office computer systems and so�ware, and new media technologies, such as web sites and interac�ve 
gallery kiosks. May involve supervision of subordinate staff and/or volunteers. 

P22. Digital Content Manager (formerly two roles: New Media Manager and Web Manager) 

Descrip�on: Responsible for overseeing development, management, and content of the museum's 
online presence, including but not limited to website, social media pla�orms, and mobile apps. Oversee 
strategy and best prac�ces for search engine op�miza�on. May work in conjunc�on with technology 
and/or marke�ng staff.  

Alternate �tle(s): Digital Media Specialist, Digital Communica�ons Coordinator  

P23. Digital Media Producer/Social Media Producer (NEW) 

Descrip�on: Research, write, photograph/film, produce, and share engaging content in the museum’s 
ins�tu�onal voice for social media channels, the museum’s website, and other online pla�orms. Junior 
posi�on that reports to a more senior marke�ng/communica�ons role.  

Alternate �tle(s): Social Media Associate, Social Media Manager 

P24. Director of External Affairs 

Descrip�on: Directs the public affairs and informa�on ac�vi�es of the organiza�on. Directs the media 
rela�ons, publicity and customer rela�on ac�vi�es of the organiza�on. Responsible for direc�ng the 
marke�ng ac�vi�es of the organiza�on (i.e., service development, adver�sing and promo�onal ac�vi�es, 
and market penetra�on/expansion). 

Alternate �tle(s): Chief of External Affairs, Chief Communica�ons and Audience Officer 

P25. Marke�ng Director 

Descrip�on: General responsibility for coordina�ng museum promo�onal programs, revenue 
producing sale of products and the crea�ve services for museum printed and promo�onal materials 
(excluding scholarly publica�ons). O�en acts as a consultant to other museum departments and 
volunteer groups to promote a specific event, product or service. Depending on ins�tu�on size may lead 
department or report to Director of External Affairs or similar. 

Alternate �tle(s): Director of Marke�ng, Senior Director of Communica�ons 
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P26. Public Rela�ons Officer 

Descrip�on: Primary point of contact for news media and specific interest groups concerning 
museum exhibi�ons, special programs, etc. Dra� press releases & target to specific audiences. 

Alternate �tles: Communica�ons Manager, Marke�ng Manager 

P27. Museum Store Manager 

Descrip�on: Responsible for en�re opera�on of museum sales opera�on. May involve supervision of 
subordinate staff and/or volunteers. 

P28. Museum Store Associate/Sales Clerk (NEW) 

Descrip�on: Responsible for selling merchandise while providing customer service to store visitors, 
and maintaining an atrac�ve retail environment. 

P29. Volunteer Coordinator 

Descrip�on: Responsible for coordina�on and guidance of one or more volunteer organiza�ons. 
Func�ons as prime liaison between staff and volunteers. 

P30. Director of Visitor Experience (NEW) 

Descrip�on: Provides leadership to define and ac�vate the visitor experience.  Develops, refines and 
implements effec�ve strategies, procedures, and systems for welcoming visitors and crea�ng an invi�ng 
experience for all visitors that reflects the museum’s mission and brand. Works collabora�vely with all 
other departments to deliver quality service in all outward-facing programs and func�ons. May be 
responsible for maintaining visitor metrics.    

P31. Chief Curator / Director of Curatorial Affairs 

Descrip�on: General administra�ve responsibili�es for curatorial affairs, plus some museum 
administra�ve responsibili�es; considerable public and donor contact; supervision of several curatorial 
departments or staff. 

P32. Senior Curator / Curator of Special Collec�ons Area 

Descrip�on: Responsibility for important sub-collec�ons; general administra�ve du�es rela�ng to 
area of responsibility; supervision of one or several curatorial subordinates. 

P33. Exhibi�on Project Manager (formerly Curator of Exhibi�ons / Curator C) 

Descrip�on: Primary responsibility for scheduling and installing temporary exhibits; maintains 
exhibi�on calendar for public and staff use; conceives, coordinates and executes special programs 
related to exhibi�on schedules. 

P34. Associate Curator  

Descrip�on: Performs same func�ons as Senior Curator in associa�on with, and under supervision of, 
the Senior Curator. 

P35. Assistant Curator  
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Descrip�on: Assists Curator and Associate Curator under their supervision. Usually no supervision of 
other curatorial staff. 

P36. Curatorial Assistant 

Descrip�on: Assists curatorial staff in rou�ne du�es, under their supervision. Possibly in training to 
become curatorial professional (curatorial intern). 

P37. Director of Exhibi�ons (NEW) 

Descrip�on: Primary responsibility for scheduling and installing temporary exhibi�ons and collec�on 
installa�ons, including oversight of related agreements and the overall exhibi�on program budget. 

P38. Photographer 

Descrip�on: Responsible for photographic documenta�on of fine arts collec�ons; supervision of 
studio and dark room facili�es and personnel; par�cipates in and oversees photography of general 
museum ac�vi�es and events as required by museum staff. 

P39. Director of Educa�on/Curator of Educa�on 

Descrip�on: Supervision of several educa�onal departments or programs; responsibility for general 
educa�onal program development; some museum administra�ve du�es; considerable public contact. 
Supervises educa�on department (whether that is a full department or a subset of another department). 

P40. Educa�on Program Manager (Formerly Associate Educator / Educator B) 

Descrip�on: Responsibility for specific interpreta�ve programs, one of which may or may not involve 
the design of the educa�onal exhibi�ons from outside the collec�on for special audiences; budget 
management related to program area; prepara�on of writen material and packaging of other 
educa�onal materials for program; supervision of staff and volunteers rela�ng to program 
areDescrip�on: 

P41. Educa�on Program Associate (Formerly Assistant Educator / Educator C) 

Descrip�on: Assists in developing and implemen�ng a major interpre�ve or studio program; 
administra�ve du�es within program as directed and supervised by Director of Educa�on or Educa�on 
Program Manager. 

P42. Educa�on Assistant 

Descrip�on: Assists Educa�on department with rou�ne du�es rela�ng to implementa�on of ongoing 
programs and ac�vi�es; possibly in training to become educa�onal professional. 

P43. Teaching Ar�st/Instructor (NEW) 

Descrip�on: Teaches art classes or workshops for kids, teens and/or adults, either on site or at 
loca�ons such as schools and community partner loca�ons. 

P44. Director of Public Programs (NEW) 
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Descrip�on: Oversees the museum’s public program strategy and all educa�onal events, including 
but not limited to tours, lectures, courses, concerts, community events, open houses, film and gallery 
talks programming.  Manages Public Programs staff. 

P45. Community Engagement Manager (NEW) 

Descrip�on: Responsible for connec�ng people in the broader community to the museum's programs 
and suppor�ng the museum’s engagement strategy. Establishes and maintain best prac�ces for reaching 
and retaining new audiences. Represents the organiza�on with community partners.  Usually reports to 
a Director in the Educa�on department. 

P46. Associate Curator of Academic and Campus Engagement (NEW)  

Descrip�on: Develop programs and events for the college or university campus community (students 
and faculty) u�lizing the museum’s collec�ons and exhibi�ons.  Encourage and support class visit from 
departments across the college or university’s disciplines. May manage an internship program for 
students at the college or university. At a non-nested museum, same responsibili�es apply, but take 
place with any colleges and universi�es in the museum’s vicinity. 

P47. Registrar A 

Descrip�on: Responsible for organiza�on and maintenance of orderly forms, legal documents, files 
and retrieval system associated with acquisi�ons, accessions, de-accessions, cataloguing, loans, packing, 
shipping, customs, inventory, insurance, and storage; oversees shipping arrangements; may involve 
supervision of subordinate registra�on staff. 

P48. Associate Registrar  

Descrip�on: Assists Registrar in performance of rou�ne du�es. 

P49. Assistant Registrar  

Descrip�on: Assists the Registrar in performance of rou�ne du�es; may provide clerical assistance to 
the department. 

P50. Head Librarian  

Descrip�on: Formulates and carries out library prac�ces, policies and procedures; assigns, supervises 
and reviews work of library personnel; oversees acquisi�on of library materials; maintains catalogue and 
inventory of publica�ons, reference materials and periodicals; responds to public inquiries and provides 
reference and research materials as requested by museum staff. 

P51. Associate Librarian  

Descrip�on: Cataloguing and classifica�on of library materials; assists Head Librarian in the 
administra�on and maintenance of library and in training library staff. 

P52. Assistant Librarian  

Descrip�on: Assists Head Librarian and Associate Librarian with specific sub-program in library 
opera�ons. 
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P53. Chief Conservator  

Descrip�on: General supervision of conserva�on department, including administra�on of the budget 
and department personnel; ini�ates and supervises treatments carried out in conserva�on and scien�fic 
laboratories; performs conserva�on treatments on special projects. 

P54. Senior Conservator  

Descrip�on: Responsibility for conserva�on and restora�on of a major collec�on, examina�on of that 
collec�on, and exhibits in area of specializa�on; prepara�on of conserva�on reports; supervision of 
junior conserva�on staff. 

P55. Associate Conservator  

Descrip�on: Assists Conservator in the conserva�on, restora�on and documenta�on of works of art 
in the collec�on, helps train assistant in conserva�on department. 

P56. Assistant Conservator (NEW) 

Descrip�on: Supports Conserva�on department staff in the conserva�on, restora�on, and 
documenta�on of works of art in the collec�on. 

P57. Exhibi�on Designer 

Descrip�on: Designs installa�on of permanent collec�on as well as temporary exhibi�on. May 
supervise preparators in the fabrica�on of exhibi�on components and the installa�on and disassembly 
of temporary or permanent exhibi�ons. 

P58. Chief Preparator  

Descrip�on: Supervises installa�on of art objects; plans and directs the fabrica�on, installa�on, and 
disassembly of both temporary and permanent museum exhibits; administers budget, personnel and 
opera�ons of prepara�on department. 

P59. Associate Preparator  

Descrip�on: Assists Chief Preparator in administra�on of the department and implementa�on of 
prepara�on programs. 

P60. Assistant Preparator  

Descrip�on: Assists more senior Preparators in implementa�on of prepara�on programs. 

P61. Editor / Director of Publica�ons 

Descrip�on: Administers the opera�ons of publica�ons department, with responsibility for all facets 
of its programs including management, editorial and produc�on func�ons. 

P62. Graphic Designer 

Descrip�on: Responsible for design of all museum publica�ons and graphics. 

P63. Facili�es Director/Building Manager/Opera�ons Manager 
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Descrip�on: Responsible for the opera�on of all facili�es including maintenance and janitorial 
services. 

P64. Engineering Manager/Facili�es Manager 

Descrip�on: Supervises and coordinates ac�vi�es of staff engaged in maintaining and repairing 
mechanical areas of museum including ven�la�on, air condi�oning, plumbing, ligh�ng, humidifica�on, 
and temperature controls. Recommends appropriate upgrades of equipment for museums environment. 

P65. Facili�es Technician (NEW) 

Descrip�on: Responsible for the safe and efficient opera�ons of the assigned building. Performs 
rou�ne and preventa�ve maintenance, analyzing/repair of mechanical and electrical problems, making 
adjustments, and other correc�ve ac�ons to ensure the con�nuous and safe func�oning of the physical 
environment. 

P66. Chief of Security 

Descrip�on: Responsible for protec�on of assets, collec�ons, staff and visitors. Responsible for 
recruitment, selec�on, training, and day to day management of all security personnel. 

P67. Security Manager/Security Coordinator (NEW) 

Descrip�on: Oversees all security officers or guards. Responsible for rou�ne museum security 
opera�ons as well as any special events or func�ons.  

P68. Museum Security Officer/Museum Security Guard 

Descrip�on: Provides a security presence in the galleries while monitoring the safety and security of 
the collec�on, visitors, and the staff. Serves as ambassador to visitors, answering ques�ons, providing 
informa�on and direc�ons. 

P69. Visitor Services Associate 

Descrip�on: Front-line floor staff welcoming visitors to the museum, selling admissions and 
memberships, and answering visitor ques�ons/providing customer service. May include managing coat 
check; selling and distribu�ng event �ckets; answering customer service ques�ons in-person, over the 
phone, and/or online. 

Alternate �tle(s): Visitor Services Representa�ve, Visitor Experience Associate, Guest Services Officer 

P70. Custodian/Housekeeper/Cleaner (NEW) 

Descrip�on: Clean and maintain the museum buildings, including public and staff areas, using 
standardized prac�ces and procedures. 

 

 

 


