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To the reader

1. The Chart describes functional relationships and not hierarchical structures.
2. The functions of each profession can be organised or assembled in various manners.

3. The designation of each profession can be different according to the country or the institu-
tion.

4. For the specific features in your country, please refer to your national ICOM Committee.



Introduction

At the end of a symposium organised by ICOM Italy in March 2005 in Pesaro, representatives
from France, Germany and Switzerland, all experienced museum professionals, discussed the
definitions of activities within museums with the particular intention of finding out if the terms
registrar or régisseur cover the same functions in every country. This led to the wish to cre-
ate a European frame of reference for museum professions. On 1st June 2006 a preliminary
meeting with Elisabeth Caillet, Dominique Ferriot, Genevieve Gallot, Alberto Garlandini, Daniele
Jalla, Marie Claude Morand, Angelika Ruge, Margrit Wick-\Werder, took place at the Institut de
Patrimoine in Paris. Representatives from ICOM France, Italy and Switzerland placed the pro-
ject in the hands of the president of ICTOP. The enthusiasm of the first short meeting has con-
tinued to energise all subsequent meetings of the working group.

We want to promote professionalism and quality in national and international museum work.
Therefore, one of the objectives of this frame of reference is to promote the national and in-
ternational recognition of museum professions and the mobility of museum professionals. In
the current context of the modernisation of museums through eye-catching initiatives and
economically profitable activities, it is necessary to reflect critically on the special nature of the
museum as an institution. Museums are created by people for people. Achievement of this
objective is based on the knowledge, awareness and responsibility of each member of staff.
We want to take the European discussion on museum professions forward. At the same time,
the national museum organisations must be encouraged to create and develop their own
guidelines for activities in museums. These new frames of reference could provide guidance.

We decided to meet initially in a restricted group of European countries and to present a
frame of reference for museum professions at the last ICOM General Conference in Vienna in
August 2007. For purely technical reasons, the working group was limited to three national
committees and one international committee. It is up to us to define a second stage to which
other national committees will be invited.

French was chosen as the working language. We thus had to learn how strictly the French
language rejects all anglicisms, even though the “lingua franca” in the world of museums in Eu-
rope tends to be English. We have learned to recognise and respect national differences. The
structure and plan of the project were decided at the second meeting in Berlin in November
2006. The first description of museum professions was developed in Milan in March 2007. At
the Basle meeting, at the beginning of May 2007, and at the Berlin meeting in November
2007 the final decisions were taken that serve as a basis for the present edition.



Guidance Points
Three national projects from previous years were the point of departure for our deliberations:

. Les professions du museg, définis par le directoire de I''COM Suisse, Bale 1994

. Musées et expositions. Métiers et formations en 2001 par Elisabeth Caillet et Michel
Van-Praét avec participation de Jean-Louis Martinot-Lagarde, éd. par Département des
Arts Visuels, de I'Architecture et du Patrimoine, Chroniques de I'AFAA, no. 30, Paris
2001

. Carta nazionale delle professioni museal;, a cura di Alberto Garlandini, Milano 2006.

Finally, /ICOM'’s Code of Ethics for Museums, 2006, was a further reference for our wark. The
Swiss brochure should have been reviewed in 2006. The French version is out of print and the
Italian version has just been published. A brief analysis of publications reflects the change in
the world of museums.

The Swiss publication of 1994 put together 15 short descriptions of museum professions:

Administrateur/administratrice

Bibliothécaire

Chargeé/chargée de 'aménagement des expositions
Charge/chargée de l'inventaire

Chargé/chargée de mediation culturelle
Chargé/chargée des relations publiques et de la presse
Conservateur/conservatrice

Directeur/directrice

Gardien/gardienne

Photographe

Préparateur/préparatrice

Responsable du service d’entretien et de sécurité.
Restaurateur/ restauratrice

Secrétaire

Technicien/technicienne de collection.

The frame of reference serves as a model. The introduction states that a tool should be made
available to museum managers to help them justify their recruitment needs. Even if the speci-
fications of the professions do not apply in full in every museum, they can serve as direction for
improving the quality of work in museums." Each specification is broken down into four points:
brief description, job profile, training/initial training and additional training.

' Cf. Les professions du musée, publ. by the board of ICOM Switzerland, Basle 1994, p. 4.



In its opening pages, the French publication of 2001 stresses the social, economic and politi-
cal change against which museum activity has been set since the 1980s. “We could not have
managed to construct and renovate all these museums without a profound transformation in
the design of the collections worthy of entering the collective memory... The museum is becom-
ing one of the media, and in order to meet the needs of society better it is being internally re-
structured around its stocks and its exhibitions, creating new occupations and becoming inte-
grated in global cultural politics.™

Three objectives have been agreed:

. to place the public at the centre of the museum’s work;

. to set up the bases for closer co-operation between museums, whatever their legal
status;

. to support the process of cultural decentralisation.’

These cultural policy objectives have been completely new for French museums: orientation
towards visitors, co-operation between museums of different legal status and decentralisation
of cultural policy. Partnerships with organisations outside museums, with associations and
administrations is becoming a particular feature of the new work of museums. “In this way,
museum occupations can be immediately associated with outside occupations which are in
their turn also being transformed in their relationships with museums. Internal transfers in
museum occupations have conditioned and have been conditioned by outside occupations:
those in education, tourism and local development.™

The following fields of activity are involved:

Architecte-Maitre d'oeuvre
Programmation
Conservation
Restauration
Conception d’exposition
Conception multimédia
Mediation

Gestion
Communication

Accuell et surveillance
Evaluation

Recherche

® Musées et exposition. Métiers et formations en 2007, publ. by AFAA. Paris, 2001, p. 5.
° Cf. ibid., p. 10.
* Cf . ibid., p. 11.



Librairies, boutiques
Restauration, cafétéria.

The considerable importance of traditional activities in the museum - Collecting, Conserving,
Researching, Exhibiting, Educating - has been highlighted in order to place the museum at the
service of the visitor. The French experience with the modernisation of exhibitions and the use
of multimedia has opened the way to new fields of employment, which are explained. Recruit-
ment conditions are presented, and a list of higher education courses is appended. The links
between the different fields of activities are specified. The recruitment conditions for the public
services at the national and regional level are also described in detail. A list of professional or-
ganisations and a detailed presentation of training institutions are attached. On these issues,
the French publication is a manual of its time. No account is taken as yet of the restructuring
of university training following the Bologna declaration [1998).

The Carta nazionale delle professioni museali, drawn up in October 2005 and adopted in Oc-
tober 2006, is the result of co-operation by various Italian museum associations.’ It is a re-
sponse to the fundamental changes in Italian museums, and states: “The professionalism,
competence and capacity of the personnel are necessary in order to guarantee that the mu-
seum mission produces effectively programmes and actions. It is on these people that the effi-
cacy and the efficiency of any institute depend. In other words, they represent the present and
future of our museums.™

In the first five years of this century 7echnical-scientific criteria and standards of performance
and development of museuns (2001) and a Code for the cultural assets and landscapes
(2004) were developed. In addition, the setting of standards comes under the authority of the
Regions. “In different ways and with different procedures, several Regions - Lombardy, Veneto,
Emilia-Bomagna, Piedmont, Tuscany, The Marches, Lazio and others - have already established
that presence of qualified staff is an essential requisite for the accreditation or qualification of
museums.” “Strategies for the development of regional museum systems satisfy local re-
quirements, but museum professional skills are the same nationwide. The aim is to promote a
scientific body for museum and heritage development with shared methods, skills and objec-

tives.”

The Italian museum associations have developed a charter which is meant to serve as a refer-
ence and which corresponds to the Curricula Guidelines for Museurmn Professional Develgp-
ment presented by ICTOP in 2001. Starting from the recommendations of the /COM Code of

° Carta nazionale delle professioni museali Conferenza nazionale dei musei, a cura di Alberto Garlandini, Milano
2006, p.130. (The quaotes are taken from the English translation of the Italian original.)

® Ibid., p. 127.

7 Ibid., p. 131.

? Ibid., p. 135.



Ethics for Museums, four fields of activities have been defined in the Map of the Main Museum
Professions of the Carta nazionale (instead of three in the /COM Code of Ethics):

. Research, care and management of collections,

. Administration, finance, management and communication,
. Services and relations with the public,

. Structures, exhibition design and security.’

“Contemporary museums require both highly professional training and specialisation, a
marked ability to switch from one subject to anather, versatility and an aptitude for team work.
For this reason the Map subdivides the main professional profiles into interconnected and in-
teracting work areas.””” With the director lies the general leadership and he or she therefore
has the overall responsibility for the museum.

The Carta underlines the importance of museology as fundamental knowledge for museum
waork. “Firstly, museum workers must be trained in museology, to the extent and in the manner
required by their specific professions. Secondly, every museum professional deals with muse-
ology both in his daily routine work and each time he contributes, in theory and in practice, to
museum study, research and education.”" Thus it is hoped that university diplomas will be as-
sessed and enhanced, and that possibilities for continuous training can be created.

The Carta should serve to provide museum professions with the same recognition as is en-
joyed by the professions of librarian and archivist/record keeper. The authors are aware of
the fact that the detailed job descriptions have to serve as a reference for all the people who
work in the museum. This involves permanent as well as temporary employees and volunteers.

Let us take anather brief look at the /COM Code of Ethics. It “represents a minimum standard
for museums. It is presented as a series of principles supported by guidelines for desirable
professional practice. In some countries, certain minimum standards are defined by law or
government regulation. In others, guidance on and assessment of minimum professional stan-
dards may be available in the form of ‘Accreditation’, ‘Registration’, or similar evaluative
schemes.”” In the first chapter, three obligations are spelled out for museums: “to preserve,
interpret and promote the natural and cultural inheritance of humanity”.” With this aim in
view, trained staff are necessary who can enable the museum “to acquire, preserve and pro-
mote their collections as a contribution to safeguarding the natural, cultural and scientific heri-
tage”". In addition, the Code of Ethics forbids to accept gifts, favours and loans.” In order to

° Cf. ibid., p. 133.

"% Ibid., p. 132.

" Ibid., p. 136.

"® JCOM Code of Ethics for Museums, 2006, Preamble.
"2 Cf. ibid., p. 1.

" Ibid., p. 3.

'° Cf. ibid., p.12.



sustain the qualifications of their staff, museums are advised to make provisions for continu-
ous training and personnel development.™

Discussion on professionalisation

The discussion on the professionalisation of work in museums is a difficult one which has been
going on for a long time. Professional work signifies a specific, autonomous service distin-
guished from other social services." It is advisable to specifically focus on the preoccupation of
the profession in society and to demand recognition for it.” The discussion on the subject of
professionalisation in the museum which started in the 1980s in the USA™ , England® and
Canada™ is in accordance with structural and financial changes in the museums. At the same
time, the number, size and types of museums have hugely increased. The democratisation of
museums requires a new understanding of the role of the institution in society. New fields of
action require general and specific training and continuous training. Awareness of this is be-
coming more and more widespread. Professionalisation, however, is the driving force that pre-
vents museum work from getting stuck in barren routine. There will always be different routes
for implementing professional standards at a museum.

An objective such as this is also followed by new challenges. In countries where the profes-
sionalisation of museums is already well advanced, there has been an awareness in the last
few years of the substantial shortfalls in recent developments. Thus, among other things, a
well organised staff policy is lacking, and salaries are partly too low.* Gaynor Kavanagh advo-
cates research on museum professions which takes into account the sociological and histori-
cal aspects.” How this type of research can be carried out has been demonstrated by Eva-
Maria Kampmeyer and Felix Handschuh in an unpublished study about Germany. They scru-
tinized 73 job advertisements between December 2006 and April 2007, and obtained the
following provisional results: job advertisements show that museum-specific tasks are relevant
in the whole realm of cultural work. Increasingly, shortterm employment contracts are being

"® Cf. Ibid., p 2.
" Rainer Kuhlen, Thomas Seeger and Dietmar Strauch eds., Grundlagen der praktischen Information und
Dokumentation, 5th ed., vol. 1, Munchen 2004, p. 37. Cf. also /nternational Standard, Information and

Documentation - Vocabulary, ISO 5127, 2001. Verband der Restauratoren, Neue europaische Standards
fur Restaurierungen, in: arsproto - Magazin der Kulturstiftung der Lander, 2/20086, p. 36 f.

'® Kuhlen, Seeger, Strauch eds. 2004, p. 39.

'® Gaynor Kavanagh, The museums profession and the articulation of professional self-consciousness, in: 7he
museums professior. Internal and external relations, ed. by Gaynor Kavanagh, Leicester 1991, p. 37-57. Victor J.
Danilov, Museum Careers and training. A professional guide, \Westport 1994.

? Museums & Galleries Commission, ed., Museum professional training and career structure. Report by a wor-
king party, London 1987.

# Martin Segger, The new age training for the new age museum. A survey of recent museum personne! studies
and initiatives in Canada: the implications for museums, museum professionals, and their communities, \ICTOP
Paper, Stavanger 19395, p. 1-10.

* Maurice Davies, Staff training and development in UK museums. Quotation from an unpublished MS.
®® Cf. Gaynor Kavanagh 1991, p. 44-48.
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concluded. The employee needs to be capable of reacting and waorking in a more flexible and
mobile way. Professional experience of several years, a marked ability to deal with difficulties at
the job, a penetrating ability to take decisions and a knowledge of foreign languages are also
demanded. Basic knowledge regarding finance, marketing and sponsoring are often required.
Motivation as well as the capacity to work in a team and independently are essential in all ar-
eas of cultural work. “Knowledge which leads to greater understanding of ourselves and our
condition is a prerequisite to freedom and the basis for positive change.”™* If this assumption
holds, training and continuous training and their evaluation will play an especially important role
in the development of the work of museums. Staff management and development are essential
for the future of the museum.”

Two categories of persons working at museums are becoming more important - project staff
and volunteers. If they are being recruited, very high recruitment criteria have to be met. They
should all have basic knowledge of museology. The qualification of volunteers is a more recent
subject for reflection. They should be trained to approach the qualification and performance of
the permanent staff. “Anyone interested in short-term gain by bringing in volunteers will be
disappointed. For a project working with volunteers requires stamina and tolerance by the mu-

127

seum management and the explicit support of the volunteers.

Basic remarks concerning the present publication

The results of the very open and enthusiastic co-operation in our working group will, hopefully,
contribute to making the professionalisation of museums a hallmark of cultural politics.

The frame of reference we have been developing only sets guidelines which should encourage
further discussion. The frame of reference should be the starting point for establishing addi-
tional national (or regional, as the case may be] frames of reference. It is vital that cultural di-
versity be respected.

The working group has drawn up a list of 20 professions, each one contributing to the en-
hancement of the institution. This number corresponds to the minimum for a large museum.
Small and medium-sized institutions make their choices according to their obligations and their
financial means. The external and internal conditions and objectives set the framework for
their decisions.

* |bid., p. 53.

# Matthias Dreyer and Rolf Wiese eds., Museum und Personal (Schriften des Freilichtmuseums am Kiekeberg,
vol. 54), Ehestorf 2006, with very interesting contributions on this topic.

# Hartmut John, Mindeststandards fir qualifiziertes Museumspersonal, in: Museumskunde, vol. 70, no. 1, 2005,
p. 42.

#” Stefanie von Knop, EArenamtliche Mitarbeiter - Potentiale und Herausforderungen in der Zusammenarbeit. Ein
Erfahrungsbericht aus der Kunstsammiung NRW, Dusseldorf, in: Dreyer, Wiese eds. 2006, p. 142.
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People working at museums should meet the following requirements:

. a university degree for the majority of museum professions;

. competence in museology;*®

. practical experience in the respective fields;

. language skills [basic knowledge of at least one foreign language in addition to the na-

tive language).

The three-tier classification of university degrees, Bachelor, Master and Doctoral degrees,
which will be introduced in Europe by 2009-2010, will make it possible to have an individual-
ised organisation of one’s professional career. In principle, with each university degree, the
graduate will acquire a new qualification and opportunity on the employment market. Under
these circumstances, professional mability in Europe will be enhanced. As the Bologna process
provides guidelines, each European state autonomously decides on the length of the various
cycles and their designations. To simplify the present presentation, we speak of the first, sec-
ond and third cycles. In the national presentations the respective national qualifications will be
specified.

The working group would like to stress in particular that it regards high level academic training
as well as theoretical and practical training in museology as a necessary prerequisite for all
managerial positions in a museum. The recruitment procedure for positions must be trans-
parent and public, particularly where positions of leadership are concerned. In certain
countries, a competitive examination [concours]is compulsory.

Outreach and visitor services (mediation) have developed enormously and become more pro-
fessional in recent years. The functions of museum education and mediation clearly need to be
distinguished from other functions within a museum, such as documentation and public rela-
tions.

Working in a museum means working in a team. The different fields of activities may overlap or
leave gaps. It is therefore particularly important to pay attention to the complementarity of
functions.

We have defined three major areas so that museum activities are clearly delineated:

J Collections and research
J Visitor services
. Administration, management and Iogistics.D

* For ICOM museology comprises both theoretical and practical aspects.

12



The director has an outstanding responsibility. The /COM Code of Ethics specifically stresses
this: “The director or head of the museum is a key position and when making an appointment,
governing bodies should have regard for the knowledge and skills required to fill the position ef-
fectively. These qualities should include adequate intellectual ability and professional knowledge,
complemented by a high standard of ethical conduct.”™®

But the Chart explicitly shows that the director is to work with a number of people fulfilling spe-
cialist functions with whom he/she should deal in a co-operative manner. The new manage-
ment style is characterised by increased autonomy in different fields of work. Reliability and
trust in the members of staff are also a part of this. “Good leadership has to do with people
and thinking about how they are positioned.”

Every museum should find its own forms of external and internal assessment, allowing a rapid
reaction to problems without endangering co-operation within the museum.

The frame of reference for museum professions is structured as follows:

. Description

. Education®

. Additional qualification
. Note.

The working group sincerely hopes that this document will be useful and wishes good reading.

Angelika Ruge

UCf. Chart on page 14.

# JCOM Code of Ethics, 2008, p. 3.

 “New models for leadership in museums”, in: Museum News, Nov./Dec. 2003, p. 36. This is an interview with
Robert Kegan, Professor at the Harvard Graduate School of Education and Victoria Garvin, AAM'’s assistant
director for professional education.

*" Education is understood to mean the basic training necessary to do the job.
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Functional Chart*

Director

Administration, Management
and Facilities

Collections and Research

Curator

Inventory co-ordinator
Registrar

Conservator

Curatorial assistant
Document centre manager
Exhibition and display curator
Exhibition designer

Visitors

Manager of the education and visitor service
Education and visitor service officer

Visitor care and security manager

Visitor care and security assistant

Library and media centre manager

Web master

Administration, Management and Facilities

Administrator

Facilities and security manager

IT manager

Manager of marketing, promotion and fundraising
Press and media officer

*The Chart describes functional
relationships, and is hence not a hierarchical
map of an organization.




Director

Description

The director is in charge of the museum, within the frame defined by its governing authority or
board of trustees. He/She must plan and develop the strategic options to increase the mu-
seum’s profile and visibility. He/She is responsible for the collections and for the quality of the
activities and services of the museum.

The director provides leadership and management:

* Professional: he/she defines and monitors activities related to collections and their devel-
opment; he/she attends to and contributes to conservation, study and interpretation, se-
curity and enhancement of collections. He/She sets the research options of the museum.

* Cultural: he/she defines the general programme of activities related to the presentation of
permanent and temporary exhibitions and is committed to improving public access to the
museum and its services.

* Managerial: he/she manages the services of the museum, has responsibility for human,
technical and financial resources. He/She liaises with the governing authorities and is the
representative of the museum to all other institutions and partners, public and private.
He/She ensures that museum activities are regularly appraised.

Education

Postgraduate degree (second cycle; Master, or higher) in a speciality related to the museum
collections and training as well as demonstrable competence in museology and museum man-
agement.

Additional qualifications

Several years’ praofessional experience in a museum or similar private or public institution.

Note
It is essential that the director be highly proficient in academic matters. It is advisable that the
person be a former museum curator.

15



Curator

Description

The curator reports to the director and is responsible for the collections in his/her charge.
Duties include the care, development, study, enhancement and management of the collections
of the museum.

. Care of collections: he/she plans and implements the programme for storage and
cataloguing; he/she supervises conservation procedures and ensures they are prop-
erly recorded.

. Development: he/she advises the director on the development strategy of collections.

. Study: he/ she studies the collections, defines and conducts research projects, attends
to the circulation of information and documentary materials on collections and exhibi-
tions.

. Enhancement: he/ she contributes to the designing and organising of permanent and

temporary exhibitions, publications and activities for the public.

. Management: he/she manages budget and staff under the supervision of the director.

Education
Postgraduate degree [second cycle; Master] in a speciality related to the museum collections
and demonstrable training or experience of museology.

Note
In the absence of the director, the curator is directly responsible for collections.

16



Inventory co-ordinator

Description
The inventory co-ordinator is in charge of the inventory of collections.

. He/She ensures accurate and consistent recording and documenting of collections,
whether on display or in storage.

. He/She takes part in the documentation of the collection and contributes to special-
ised publications.

Education
Graduate degree (first cycle; Bachelor] in a subject related to the museum collections. Knowl-

edge of the principles and standards of cataloguing and proficiency in computerised invento-
ries.

17



Registrar

Description

The registrar, working with the curator, organises and manages movement of museum arte-
facts to and from storage or display, in collaboration with private or public partners, within and
outside of the building.

. He/ She supervises any mavement of the artefacts and attends to their security.

. He/She prepares the loan contracts and the respective insurance conditions.

. He/ She keeps track of incoming and outgoing loans and manages travel documenta-
tion.

Education

Graduate degree (first cycle; Bachelor] in a subject related to the museum collections.

Additional qualification
Relevant professional experience.

18



Conservator

Description
The conservator, working with the curator, carries out all operations related to the mainte-
nance, preventive conservation or restoration of museum collections.

. He/She draws up a general conservation plan for the collections and the procedures
for any specific conservation work, as appropriate.

. He/She can, if necessary, undertake any conservation or remedial work that has been
decided upon.

. He/She monitors the environment of collections, in storage and on display.

Education
Postgraduate degree (second cycle; Master] in conservation studies or equivalent.
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Curatorial assistant

Description
The curatorial assistant reports to the curator or conservataor, as the case may be, and en-
sures that the collections, whether in storage or on display, are properly cared for and man-

aged.

. He/She ensures that all artefacts are properly marked and stored, and assists in pho-
tography campaigns.

. He/ She contributes to the documentation and installation of objects for display.
. He/She prepares, as appropriate, artefacts for conservation, study and public display.

Education
Graduate degree (first cycle; Bachelor] in a subject related to the museum collections.

Note

The role of the curatorial assistant varies according to the nature of the collections of the mu-
seum. In science museums, the assistant may be the preparator or the specialist in the
preparation of objects and casts in such fields as life sciences, geosciences and anatomy.

20



Document centre Mmanager

Description

The document centre manager is in charge of collecting, preparing, processing and circulat-
ing, within and outside of the museum, the documentary materials on collections, exhibitions
and other activities or events of the museum.

. He/She manages archival and photographic materials in collaboration with the staff of
the library/media centre.

. He/ She assists curators with documentary research to serve the study of artefacts
and the preparation of exhibitions.

. He/ She maintains, processes and updates information.

Education
Postgraduate degree [second cycle; Master] in library and information studies.

21



Exhibition and display curator

Description

The curator of an exhibition plans and implements projects for temporary exhibitions, under
the supervision of the director and in collaboration with other curators. If necessary, he/she
may assist with permanent exhibitions.

. He/ She draws up the programme for an exhibition and appraises design plans.

. Working with the staff of the education and visitor services, he/she assists in improv-
ing communication to support public access to the exhibition.

. He/She contributes to the promotion of these projects and to related publications.

Education
Postgraduate degree (second cycle; Master] in a speciality related to the museum collections.

Note
In most cases, the exhibition and display curator is a museum curator.

22



Exhibition designer

Description
The exhibition designer plans and implements the design of an exhibition, in collaboration with

the exhibition curator and the museum team.

. He/ She designs installation plans for the spaces accessible to the public.
. He/ She establishes, as necessary, an overall graphic scheme for the exhibition.
. He,/She monitors and co-ordinates the work of contractors working on the design

plans of the exhibition.
Education
Postgraduate degree [second cycle; Master] in an appropriate field or equivalent.

Additional qualification
Experience in exhibition designing.

23



Manager of the education and
VvISItor service

Description

The manager of the education and visitor service is in charge of all programmes, activities,
studies and research concerning the presentation of museum artefacts to current and pro-
spective visitaors.

. Working under the supervision of the director, he/she assists in drawing up an out-
reach policy for the museum and a programme of activities directed at all target audi-
ences. To this end, he/she sets up a network of exterior contacts to relay information
to target audiences.

. He/ She calls upon the competence of ather specialists of the museum to contribute to
activities and provide documents to improve public access to collections and exhibi-
tions.

. He/She is in charge of training plans for outreach assistants and guides. He/She con-

tributes to the training of visitor service assistants.
. He/ She assists with the designing of exhibitions.
. He/ She sets the principles and standards to evaluate the impact of museum pro-

grammes and activities.

Education
Postgraduate degree (second cycle; Master] in a subject related to the museum collections
and in museology or education.

Additional qualification
Substantial experience in the education department of a museum (or similar).
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Education and visitor service
officer

Description
The education and visitor service officer implements all the activities directed at current and

prospective visitors.

. He/ She assists in planning and implementing activities and events held during perma-
nent and temporary exhibitions.

. He/ She helps with the appraisal of programmes and activities.

. He/She informs the head of the department of the needs and expectations of
visitors to develop new programmes and activities.

Education
Graduate studies (first cycle; Bachelor] in a subject related to the museum collections and/or
education and/or communication.
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Visitor care and security
manager

Description
The visitor care and security manager organises the welcome of the public, provides customer
care to the museum’s visitors and attends to the safety and security of visitors and collections.

Working with the director, he/she provides information to the public.

. He/She is in charge of all visitor service attendants, front desk staff and gallery custo-
dians.

. He/ She is responsible for the security of the museum, inside and outside.

. He/She organises the ticketing office, shops and the sale of commercial by-products.

. He/ She ensures all public spaces are in proper condition and that visitors are properly
cared for.

. He/ She ensures that all security [anti-theft, air-conditioning) and safety (of the visitor)

installations are up to standard.
. He/ She assists with the surveying of audiences by collecting information and organis-

ing interviews.

Education
Relevant graduate degree (first cycle; Bachelor) or minimum of three years professional ex-
perience in a museum or equivalent cultural institution.

Additional qualification
Substantial experience in customer care and security.
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Visitor care and security
assistant

Description
The visitor care and security assistant deals with the welcome and the orientation of the public
and the surveillance of all accessible spaces of the museum.

He/ She takes proper care and provides light maintenance of the spaces.

. He/She provides essential information to the visitor, monitors access and enforces
rules of good behaviour.

. He/ She helps members of the public organise their visits and reports any difficulty en-
countered to the manager.

. He,/She monitors the conditions of displays and installations and reports any deteriora-
tion or other risk to the manager.

. He/She provides basic information to visitors about the museum, the collections and
exhibitions.
Education

Successful secondary schoaoling.

Additional qualification
Specific internal training compulsory for each exhibition.
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Library and media centre
manager

Description
The librarian collects, develops and manages publications (all media] relating to the collections,

exhibitions and history of the museum.

. He/She is responsible for the organisation, preservation, access and maintenance of
all library resources.

. He/ She assists with the research and development of the collections of the library/
media centre.

. He/ She collaborates with the document centre manager to attend to requests for

copy and reproduction rights.

Education
Postgraduate qualification (second cycle; Master] in librarianship.
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\Veb master

Description
The web master works with the press and media officer to design and develop the museum’s
web site.

. He/She updates the site and manages the relation with the internet provider in co-
ordination with the IT manager.

. Reporting to the curator or exhibition curator, he/she creates virtual exhibitions.

Education
Graduate degree (first cycle; Bachelor) or three years experience designing and developing
web sites.
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Administrator

Description
The administrator, reporting to the director, organises and develops administrative and finan-
cial management, human resources, legal procedures and oversees the day to day running of
the institution.

. He/She handles tenders and purchases, draws up conventions and contracts needed
for the effective running of the museum.

. He/She monitors the operating budget, expenditures and is in charge of management
control.
. He/She ensures the museum is run according to the principles of efficiency, effective-

ness and transparency.

Education
Postgraduate degree (second cycle; Master] in economics or management.

Additional qualification
Substantial experience managing a museum or similar cultural or educational institution.
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Facilities and security
manager

Description
The facilities and security manager is responsible for the maintenance of the premises, the
technical services of the museum and the installation and maintenance of exhibitions.

. He/ She provides all services required to ensure the safety of staff and visitors and the
security of collections and facilities.

. He/She implements the measures for the care and preservation of collections.
. He/ She prepares a risk prevention plan for the museum and implements it.
. He/She ensures compliance with established safety and health legislation, labour laws,

protection of the environment and fire prevention regulations.
Education
Graduate degree (second cycle; Master) in a relevant academic speciality.
Additional qualification

Substantial experience in technology, maintenance, logistics or security.

Note
The positions of facilities manager and security manager may be separate depending on the

size of the museum.
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IT Manager

Description
The IT manager plans, maintains and manages computers, networks and software as well as
digital media systems.

. He/ She is committed to developing the computer network to improve in-house data
management and external communication.

. He/ She enforces security of access and data preservation.

Education

Graduate degree (first cycle; Bachelor] in information and communication technology.
Additional qualification

Relevant experience.

Note
Depending on the size of the museum, this position may be linked to that of facilities manager.
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Manager of marketing,
promotion and fundraising

Description

The marketing, promotion and fundraising manager reports to the director and is in charge of
developing marketing and promotion strategies to increase the visibility of the museum, to aug-
ment and improve its audience and to find funds.

. He/She provides activities and information so as to improve public awareness of the insti-
tution and of its role in society.

. He/ She targets current and prospective audiences and develops adequate promotion
strategies.

. He/She encourages broader involvement and engagement of the public [friends, volun-
teers, etc.).

. He/ She contributes to the financial development of the museum through fundraising.

Education

Postgraduate degree [second cycle; Master] in cultural or corporate management or economics.

Additional qualification
Substantial experience in the cultural field.
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Press and media officer

Description
The press and media officer develops and implements strategies to make known the mission, tar-
gets, contents and activities of the institution through all media.

. He/ She co-ordinates and assists the professional staff of the museum in their relations
with the media.

. He/She develops and maintains a network of media professionals.
Education
Postgraduate degree [second cycle; Master] in journalism, communication or public relations.

Additional qualification
Substantial experience of cultural communication.
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