Human Resource Department

De La Salle-College of Saint Benilde

Job Description


	 Post Code:


	Position:

Head of Exhibitions
	Designation:

· Reports to the Director and the Curator

· Museum of Contemporary Art and Design 
· Office of the President


OVCDIR - mcad - Head of Exhibition v2
Job Summary:

	Primarily responsible for the selection, scheduling and curating of exhibits, which include design, construction and installation. 


Qualifications:

	Minimum Educational Attainment:

· Graduate Degree in Art, History, Museum Studies, or related arts fields
Working Experience:

· Minimum of five years relevant supervisory experience in arts and museum projects particularly setting up exhibitions. 
Working Experience:

· Is well-versed in organizing arts exhibitions and related museum activities.

· Understands the intent of university museums. 

· Is proficient in handling curatorial processes in a consultative environment.
· Have excellent interpersonal relationship and communication skills.



Duties and Responsibilities:

	1. Manages all the Exhibition activities initiated by the museum; or those accepted by the museum for inclusion within its programs. 
1.1. In-charge of all details of the exhibition proper. Correct installation of wall texts and labels. 
1.2. Assists the Curator in designing the look and installation for each exhibition.

1.3. Documents the work in progress, set-up and take-down exhibitions.

1.4. Documents the exhibition installation.

2. Liaises with artists and other exhibition personnel prior to, during and after exhibitions; provides for all needs and requirements of artists and exhibition personnel towards the production of an exhibition of high standard. 

3. Supervises requirements with external transport for incoming and outgoing exhibition objects and materials.  

4. Sources exhibitions materials together with the MCAD-C

5. Establishes networks with local and international suppliers and other exhibition professionals.
6. Establishes health and safety plans for each exhibition and coordinates with the GASD, to ensure safety of exhibition installation teams, museum personnel and museum visitors.
7. Prepares and submits facilities and securities report/s and other relevant documentation, before and after exhibitions.
8. Performs other related duties and responsibilities as specified by superiors.
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