Updated January 2026
Job Description – Museum Manager
Reports to: Board of Directors
Purpose: To manage all aspects of the Wallace and Area Museum.
This is a seasonal, hourly position at 35 hours per week
Duties:
· Primary Responsibilities
· Is responsible for managing the Museum collections of artifacts and archives ensuring they are documented securely and properly stored and appropriately made available for public viewing, and therefore a voting member of the Board of Director’s Acquisitions Committee.  
· Is responsible for overseeing the management and day to day operation of the Wallace and Area Museum, including the gift shop, visitor information display, gardens, and hiking trails.  
· Assists the board in obtaining funds for museum operations by identifying potential grant sources and preparing applications for grants available to the museum.  
· Designs and develops seasonal themed displays of museum artefacts optionally augmented with artefacts borrowed from citizens or other collections.
· Responsible for ensuring all the museum facilities are safe and secure for staff and visitors to use.
· Represents the interest of the Museum Society with government departments and agencies, and partnership organizations.
· Liaises with the board of directors on all matters, including collections management, museum operations, and personnel management. Ensures all significant incidents (positive or negative) are communicated to the President of the board.
· Delivers monthly reports on museum operations to the board of directors, and when possible, delivers these reports in person at a board of directors meeting. 
· Secondary Responsibilities
· Attends TRACK webinars with a member of the board of directors according to the deadlines and schedule set by TRACK.
· Assists with ensuring all museum facilities are clean for staff and visitors to use.
· Responsible for any speaking engagements, publishing of articles, and doing offsite displays of portions of the museum’s collection.  
· Assist patrons in conducting research in historical matters with a relationship to Wallace and area. 
· Participates in committees related to the area of responsibilities as needed.
· Staff/Volunteer Supervision Responsibilities
· Responsible for supervision of all staff, including student employees. This includes ensuring staff are adequately trained and given proper guidance to deliver their assigned tasks in a safe, efficient, and effective manner.  
· Responsible for creating staffing schedules. 
· Any other duties from time to time.

Qualifications:
· Excellent written and verbal communication skills.
· Management and organizational skills.
· Ability to collaborate effectively and work with others.
· Basic computer skills.
· Bachelor’s degree preferred.
· Interest and passion for sharing and promoting local history.
