
BAKERSFIELD MUSEUM OF ART 
 

Job Description: 
MUSEUM ASSISTANT 

 
 
Department:  Administration 
Reports To:  Lead Museum Assistant 
FLSA Status:  Non-Exempt/Part Time (10-25 hours per week) 
Prepared By:  Amy Smith, Executive Director 
Prepared Date:  August 2017 
 
 
Summary:  

 

As the first contact visitors have with the Museum, the Museum Assistant serves as a guide to 
Museum visitors and groups, provides information about exhibits, regulations, and facilities, 
and ensures the galleries are well maintained for an overall appearance in keeping with the 

quality expected of a Fine Art Museum. 
 
General Duties and Responsibilities: 
 

 Opens and closes Museum at designated hours. 
 Secures Museum facilities and sets the security alarm when closing.   
 Monitors security at all times.  Alerts the Lead Museum Assistant of any security concerns. 
 Examines galleries and collection pieces on regular basis and notifies management if repair or 

replacement is needed. 
 Set up and clean up for Museum special events, including but not limited to the cleaning and 

setting up of rental equipment.  
 Monitors the safety and security of guests, facility, and artwork during special events.  
 May run errands to pick up or deliver supplies or other items. 
 Light data entry.  
 Other duties may be assigned as determined by the Lead Museum Assistant. 

 
Reception Area Duties and Responsibilities: 
 

 Inspects areas open to the public to ensure readiness for the day's visitors.  
 Greets and orients visitors invites them to sign guest registration forms and keeps track of 

admissions.  
 Answers Museum phone lines and directs calls to appropriate staff member or takes messages if 

the person is not available. Screens venue rental calls, distributes rental information and 
appropriately refers prospective renters to Museum Venue Coordinator. 

 Monitors visitors’ activities, cautions persons not complying with Museum regulations, 
distributes promotional materials, and answers questions concerning exhibits, regulations, and 
facilities. 

 Collects payment for admissions, classes, facility rentals, donations, and gift shop sales using the 
cash register.   

 Monitors gift shop inventory and alerts Lead Museum Assistant and Curatorial Assistant of 
necessary restocking.  

 Provides additional exhibit information or demonstrations to special groups such as school field 
trips in support of their area of study or interest. 

 Other duties may be assigned as determined by the Lead Museum Assistant. 
 
  



Desired Competencies:                      
 

Customer Service - Manages difficult or emotional customer situations; responds promptly to 
customer needs; responds to requests for service and assistance; meets commitments. 

 

Interpersonal Skills - Maintains confidentiality; listens to others without interrupting; keeps 
emotions under control; remains open to others' ideas and tries new things. 

 

Teamwork - Gives and welcomes feedback; contributes to building a positive team spirit; puts the 
success of team above own interests. 

 

Confidentiality - Keeps confidential conversations and information regarding the internal 
activities, personnel, strategic planning and other Museum information obtained while working at 
the Museum. 

 

Organizational Support - Follows policies and procedures; completes administrative tasks 
correctly and on time; supports organization's goals and values. 

 

Judgment - Exhibits sound and accurate judgment; supports and explains reasoning for decisions; 
includes appropriate people in decision-making process; makes timely decisions. 

 

Planning/Organizing - Prioritizes and plans work activities; uses time efficiently; plans for 
additional resources; sets goals and objectives. 

 

Quality - Demonstrates accuracy and thoroughness; looks for ways to improve and promote 
quality; applies feedback to improve performance; monitors own work to ensure quality. 

 

Safety and Security - Observes safety and security procedures; determines appropriate action 
beyond guidelines; reports potentially unsafe conditions; uses equipment and materials properly. 

 

Dependability - Follows instructions, responds to management direction; takes responsibility for 
own actions; keeps commitments; completes tasks on time or notifies appropriate person with an 
alternate plan. 

 
Requirements: 
 

To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability 
required. Reasonable accommodations may be made to enable individuals with disabilities to perform 
the essential functions. 
 

 Education and/or Experience - High school diploma or general education degree (GED), or 
six to twelve months related experience and/or training; or equivalent combination of education 
and experience. 

 Language Skills - Ability to read and interpret documents such as safety rules, operating and 
maintenance instructions, and procedure manuals; ability to write routine reports and 
correspondence; ability to speak effectively before groups of customers or employees of the 
organization. 

 Computer Skills - Knowledge of Microsoft Office Suite (Excel and Word especially) Credit 
Card processing system; and ability to learn/utilize donor database software. 

 Physical Demands - Ability to set up and breakdown tables and chairs; ability to lift boxes of 
up to 50 lbs; ability to perform some janitorial duties which may necessitate climbing ladders, 
sweeping floors, and other related duties.  

 
 
To Apply:  
 

Send resume with cover letter to Amy Smith, Executive Director – Bakersfield Museum of Art, 
1930 R Street, Bakersfield, CA 93301, or email employment@bmoa.org (please reference job 
position in subj line). 

No calls or drop-ins, please. 


