
Curator/Education Coordinator 

 Responsible for Exhibits: research, design, construction, interpretations, installation 

 Collections management:  

o Temporary Custody, Accessions, numbering, photographing 

o Cataloging in PastPerfect 

o Proper storage of all artifacts 

o Prepare and send out Deed of Gifts, Thank You letters 

o Return artifacts to storage after exhibit is changed or removed 

o Maintenance checks on items in storage 

o Up-date interpretive labels, replace when necessary 

o Maintenance checks on exhibits periodically 

o Make recommendations for de-accessing artifacts 

o Housekeeping of collections in storage and on exhibit 

 Assist with general programming, including exhibit openings 

 Create, develop and implement educational programming 

 Schedule tours and lead tours 

 Contact schools and promote education program at FHC 

 Teach volunteers to be tour guides and docents 

 Train and supervise student interns 

 Train and supervise volunteers who will work with collections 

 Assist Office Manager with social media content 

 Assist with reception area, phones, admissions when needed 

 Responsible for opening and closing the museum daily and checking exhibits 

 All other duties as needed 

 

 

 

The position of Curator/Education Coordinator is full time, 37.5 hours per week, 5 days 

per week, hourly position. The days of work will typically be Tuesday – Saturday, 9am-

4:30pm (unless hosting an evening program). The Curator/Education Coordinator will 

meet with the Director once a week to discuss exhibits, collections, cataloging progress, 

upcoming projects and plans.  As an employee, the Curator/Education Coordinator will 

be working with the public and representing the Fenton History Center, so it is important 

that the employee be courteous, friendly, neat, and professional. 
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