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Exhibitions & Collections Project Assistant (v. 1.19.18) 

I.  Basic Function  

The Exhibition & Collections Project Assistant provides administrative support to the Exhibitions and 

Collections team for the Kirby Science Discovery Center (KSDC) and the Visual Arts Center (VAC) of the 

Washington Pavilion Management, Inc.  This person plays a critical role in the research, selection and 

project management of permanent and traveling exhibitions. 

 

II.  Organizational Relationships 

This position reports directly to the Director of Exhibitions and Collections. 

 

III.  Specific Duties and Responsibilities 

 Provide administrative support to the Director of Exhibitions and Collections. 

 Prepare materials for Board and Committee Meetings, attend meetings and take minutes. 

 Provide project management for permanent and traveling exhibits for the KSDC and VAC. 

 Organize meetings, develop detailed project schedules, track status updates, and communicate 

effectively with team members. 

 Develop, review, and edit exhibit contracts and budgets. 

 Assist the Director of Exhibitions and Collections with envisioning and designing in-house 

exhibits. 

 Assist the Director in conducting research and scheduling of traveling exhibits. Coordinate exhibit 

load-in and load-out logistics with internal team. 

 Assist in the development and organization of exhibit and collections storage areas. 

 Perform data entry for the permanent collection as needed. 

 Assist in the installation and removal of exhibits as needed. 

 Attend all team meetings, giving input to future plans and goals relating to exhibits & events. 

 Perform other duties as assigned by the Director of Exhibitions and Collections. 

 

IV.  Qualifications 

 Bachelors Degree in related field. 

 Basic computer skills and proficient with Microsoft Office products including Outlook, Word and 

Excel. 

 Able to multi-task and stay organized in a fast-paced, dynamic environment. 

 Strong relational capacity and flexibility with change. 

 Artistic and design sensibility (experience in exhibit and curation work a plus). 

 Highly efficient in administrative duties and the ability to meet deadlines. 

 Willingness to engage research when required. 

 Open to new ideas and creative opportunities. 

 Work well in a focused team environment with a positive and encouraging attitude. 

 This is a physical job; applicant must be able to lift and move items up to 30 pounds. 

 Flexible with hours and willing to work weekends, evenings & Holidays 

 


