STATE OF NEBRASKA
CLASS CODE:
S39090

CLASS SPECIFICATION
SALARY GRADE:
339

EST:  04/73 - REV:  01/98
OVERTIME STATUS:
N
MUSEUM REGISTRAR
DESCRIPTION:  Under limited supervision, maintains records of accession, condition, and location of objects in museum collection, and movement, packing, and shipping of objects to conform to museum guidelines, policies, rules, and regulations; performs varied administrative, technical, and/or program support work; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all duties that may be assigned.)

Maintains records of storage, exhibit, and loan locations of all objects in collection.

Prepares acquisition reports for review of curatorial and administrative staff.

Periodically reviews and evaluates registration and catalog system to maintain applicability, consistency, and operation.

Oversees handling, packing, movement, and inspection of all objects entering and leaving the museum.

Composes concise description of objects, and records descriptions for files and collection catalogs.

Maintains controls storage and exhibit inventory.

Keeps collections records up-to-date.

Maintain archeological databases such as inventory, site locations, curatorial surveys, and produce reports and catalog entries, and other descriptions of collections as required.

Assists in NAGPRA inventory.

Supervise volunteer workers.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  collection and cataloging methods for museum artifacts; Nebraska History; museum collection procedures, computerized database systems.

Ability to:  research and identify objects; label and preserve artifacts; maintain accurate records electronically and by hand.

MUSEUM REGISTRAR (continued)

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  principles and practices of the proper handling, packing, and storage of museum collections; museum collection subject matter; labeling and cataloging techniques and inventory methods; summarize technical data and conclusions of research and monitoring activities into reports; interpret and apply oral and written instructions, administrative policies and guidelines; computerized database and word processing systems.

Ability to:  communicate to all levels both orally and in writing; take initiative in planning own work and guiding the work of others.

Skill in:  computer operations to include word processing and data base systems; typing and filing; manuscript writing.

JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Bachelor's degree in History or related field plus work experience in a museum setting.

