Title: Registrar
Job Code: 2088
Job Level: 12

OCCUPATIONAL SUMMARY

Supervise the maintenance of legal documents, insurance, histories of use, and physical histories of permanent collection and loan objects. Oversee shipping, documentation and insurance for loans and permanent collection.   Review and coordinate updates of Registrar Department policies, procedures and forms.  Formulate and maintain Registrar’s Department budget.  Supervise Associate Registrar and Assistant Registrar; as well as coordinate with Exhibition Designer and Preparators on the handling, movement, storage, conservation and packing of all art in permanent collection and on loan.  Coordinate conservation treatments of permanent collection and loaned works and oversee photography needs of the collections and exhibition installations. 


WORK PERFORMED

Collection Documentation and Records Maintenance
· Accession all museum permanent gifts and purchases.  Document and acknowledge all gifts to the museum. 
· Supervise the development and maintenance of records including provenance, insurance, condition, and location.  
· Identify, document, and catalog all artwork entering and/or leaving the Nasher.  
· Create and maintain legal forms and acknowledgements, collection files, loan files, conservation, condition, publication, exhibition, insurance, and location records. 
· Assign collection numbers and oversee proper labeling.  
· Supervise the maintenance of computer records on all objects owned or on loan to the museum. 
· With the Associate Registrar oversee maintenance of digital images of the collection and arrange for photography needs of the collections and exhibition installations. 
· Coordinate and oversee periodic inventories of permanent collection.

Loans and Exhibitions
· Coordinate with director/curators on objects selected for installation at the Nasher or for loans to other museums. 
· Help negotiate loan and exhibition contracts. 
· Oversee arrangements for temporary loans and traveling exhibitions, including transit, supervision of crating and uncrating, preparation of condition reports, and object movement. 
· Act as courier or designate courier as necessary. 
· Consult with curators and conservators regarding cleaning and repair of loaned objects.
· Formulate exhibition budget projections in relation to Registrar’s Department budget. 
· Arrange art shipping and receiving.

Insurance
· Work with Risk Management representative to arrange appropriate coverage, as needed, for permanent collection, loans and traveling exhibitions. 
· Administer all insurance claims for the museum.

Policy Development
· Review department practices and make recommendations on collections management policies and procedures. 
· Serve as member of the Security Committee which meets to discuss the museum’s security needs and policies. 
· Work with museum security staff to establish security guidelines and ensure proper security of all artwork in the museum. 
· Represent the Nasher in professional organizations; attend/participate in professional conferences such as AAM and ARCS.

Liaison with Nasher and University Units
[bookmark: _GoBack]Maintain liaison with
· Nasher Development and Duke Alumni & Development Records Office to ensure proper gift recording; 
· Nasher Business Office and University Counsel’s Office to ensure proper documentation and legality of all Registrar Department transactions; 
· Nasher Business Office and Duke Plant Accounting Office to ensure proper recording of museum purchases and deaccessions; and 
· Nasher Business Office and Duke Corporate Risk Management Office to ensure proper insurance coverage. 

Budget
· Develop and monitor Registrar Department budget.

Supervision
· Supervise Associate Registrar, Assistant Registrar, and volunteers/interns/work study students. 
· Work in conjunction with Exhibition Designer and Preparators to plan/implement storage; supervise the storage of all objects. 
· Coordinate work of the Preparators on all internal object movement and shipping and receiving schedules. Review and coordinate any special needs for matting, framing, and conservation treatment. 
· Reports to Chief Curator.




REQUIREMENTS
Minimum of B.A. in Art History, Museum Studies, or closely related field; M.A. preferred. Minimum three (3) years of experience in art museum registration; five (5) years strongly preferred.

Experience Required 
Thorough knowledge of collection registration methods. Knowledge of basic conservation concepts, procedures, and terms. Knowledge of crating, packing, and transportation methods. Demonstration of supervisory skills. Proficiency utilizing collections databases and reporting tools, including The Museum System (TMS) database and PC applications. Ability to establish and maintain effective working relationships with the executive, curatorial, and technical staff of this and other museums; with paid and non-paid personnel, including volunteers and interns; and with a broad spectrum of lenders, vendors, and members of the artistic community. Ability and willingness to maintain a high level of accuracy and attention to detail. Knowledge of fine arts insurance procedures and terminology.  Knowledge of international shipping procedures. 


Please send letter of interest, resume and contact information for three references to: Registrar Search Committee, Nasher Museum of Art, Box 90732, Durham, NC 27708, or email those to nikki.gaskin@duke.edu. Candidates also need to apply through Duke Human Resources website http://www.hr.duke.edu/jobs/index.php  Requisition number (400951671)


