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Cultural Attractions - Registrar
Company Name: [INSERT COMPANY NAME HERE]
Department: Collections
Reports to: Curator
Location: [INSERT LOCATION HERE]
1. Position Summary
This role is for museums and historic sites. Our Registrar keeps the legal and physical record of every object in the collection. You manage accession and loan paperwork, condition reports, insurance and shipping, and you track where every object is. When an object comes in, goes out, or moves between galleries and storage, it goes through you.
2. Essential Duties and Responsibilities
1. Accession new objects once they're approved under your collections policy: deeds of gift, purchase records, numbering, photos and catalog records.
1. Manage incoming and outgoing loans: loan agreements, condition reports, insurance certificates, credit lines and return dates.
1. Arrange packing, crating, shipping and couriers for loans and traveling exhibitions with fine art shippers.
1. Keep the collection insurance schedule current with the CFO, and handle claims when an object is damaged.
1. Track every object's location in [PastPerfect, TMS or your collections database], and run regular inventories of storage and galleries.
1. Process deaccessions by your collections policy, with full records of the board's decision and where each object went.
1. Check provenance and legal papers before acquisitions, including NAGPRA, cultural property and import rules where they apply.
3. Key Tasks / Daily Activities
1. Update object locations and records after every move, install or deinstall.
1. Write condition reports for objects coming in, going out or going on display.
1. Answer loan, image and research requests from other museums and researchers.
1. Check storage temperature and humidity readings, and report problems to the Curator and the Facilities Manager.
1. Prepare loan and accession files for the Curator's review.
4. Key Performance Indicators (KPIs)
1. Object locations accurate at inventory: [your target].
1. Loan agreements signed before objects ship: [your target].
1. Accession backlog: [your target].
1. Catalog records with photos: [your target].
1. Objects damaged in handling or transit: [your target].
5. Required Qualifications and Skills
1. Bachelor's degree in [museum studies, art history, history, anthropology, or a related field], or equivalent experience.
1. [3+] years of registration or collections management work at a museum.
1. Has written loan agreements, condition reports and accession records.
1. Hands-on skill with a collections database such as [PastPerfect, TMS, or your system].
1. Knows safe object handling, packing and storage practices.
6. Preferred Experience
1. Master's degree in museum studies or a related field.
1. Experience with traveling exhibitions and fine art shippers.
1. Has handled NAGPRA inventories or consultations, if your collection includes Native American cultural items.
1. Has couriered objects to or from other museums.
7. Physical Requirements
1. Lift and move objects, crates and boxes up to [40] pounds with proper handling methods, getting help for heavier pieces.
1. Climb ladders in storage and stand for long periods during installs and inventories.
1. Work in cool or dusty storage areas, with gloves and protective equipment as needed.
1. With or without reasonable accommodation.
8. Work Environment and Schedule
1. Full-time on weekdays, with some after-hours work during installs and deinstalls.
1. Travel as a courier for loans: [how often].
1. Works in storage, galleries, the loading dock and an office.
9. Compensation and Benefits
1. Pay: [range and hourly or salary basis].
1. Additional pay: [overtime, bonus or incentive terms, or none].
1. Benefits: [health, dental, vision, retirement, paid time off, and when they start].
10. Company Culture and Overview
1. [Two or three sentences on what your company does, the area you serve, and the support a new registrar gets in the first 90 days.]
11. How to Apply
[Apply link or email]. Our process: [phone interview, in-person interview, and next steps]. Contact [hiring contact] if you need an accommodation during the application process.
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