
CURATOR 

 

DEPARTMENT  : CULTURE & ARTS 

SALARY   :  

FLSA    : EXEMPT 

CIVIL SERVICE  : INCLUDED 

BARGAINING UNIT : NON-BARGAINING 

 

GENERAL STATEMENT OF DUTIES 

Directly responsible for the Waterloo Center for the Arts overall collection and exhibition programs. The work 

is performed in consultation with the Culture & Arts Director and a Collections/Exhibitions Committee, and 

pursuant to the Waterloo Center for the Arts organizational mission, but considerable leeway is granted for the 

exercise of independent judgment and initiative.  Supervises temporary employees and volunteers. 

 

EXAMPLES OF ESSENTIAL FUNCTIONS 

(Illustrative Only) 

These functions are considered essential for 

successful performance in this job classification. 

 

1. Plans and organizes the acquisition, storage 

 and exhibition of collections and related 

 materials, including the selection of 

 exhibition themes and designs. 

 

2. Develops and maintains registration, 

 cataloging and basic recordkeeping systems. 

 

3. Provides information from the institution’s 

 holdings to other curators and to the public. 

 

4.  Inspects premises to assess the need for 

 repairs and to ensure that climate, pest-

 control and security issues are addressed. 

 

5. Trains and supervises curatorial staff 

 including volunteers and interns. 

 

6. Researches and negotiates potential 

 purchases, sales, exchanges or loans of 

 collections. 

 

7. Plans and conducts special research projects 

 related to collections and exhibitions. 

 

8. Conducts or organizes tours, workshops, 

 lectures, symposia and other instructional 

 sessions to acquaint individuals with the 

 Center’s facilities and materials. 

 

9. Confers with the Culture & Arts Director to 

 formulate and interpret policies, determine 

 budget requirements and to plan overall 

 operations. 

 

10. Attends meetings, conventions and civic 

 events to promote use of the Center’s 

 services, to seek financing and to maintain 

 community alliances; may be required to 

 travel within the United States and 

 internationally by passenger vehicle or 

 plane. 

 

11. Schedules events and organizes details 

 including refreshments, entertainment, 

 decorations and collection of any fees. 

 

12. Writes and reviews grant proposals, journal 

 articles, institutional reports and publicity 

 materials. 

 

13. Studies, examines and tests acquisitions to 

 authenticate their origin, composition, 

 history and to assess their current value. 

 

14. Arranges insurance coverage for objects on 

 loan or for special exhibits and recommends 

 changes for coverage for the entire 

 collection. 

 

15. Establishes specifications for reproductions 

 and oversees their manufacture.  

 

16. Compiles reports, performs data entry and 

 completes forms on personal computer using 



 the applicable software, including Microsoft 

 Word. 

 

17. Works independently and with others with 

 minimum supervision. 

 

18. Attends work regularly at the designated 

 place and time. 

 

19. Performs all work duties and activities in 

 accordance with City policies, procedures and 

 City, OSHA and Culture & Arts safety rules 

 and regulations. 

 

20. Performs all other related duties as assigned.   

 

REQUIRED KNOWLEDGE & ABILITIES 

1. Ability, without direct supervision, to plan, 

 organize and carry out all activities 

 necessary to complete individual job 

 assignments. 

 

2. Ability to communicate clearly and precisely 

 orally and in writing, give recommendations 

 and respond to questions from coworkers, 

 volunteers, arts and education 

 organizations and the public  in the delivery 

 of a variety of arts-based programs and 

 services. 

 

3. Ability to supervise and direct volunteers, 

 paid staff members and contractual 

 employees in the delivery of art programs 

 and services. 

 

4. Ability to plan, organize and complete all 

 job assignments in a timely and 

 efficient manner; ability to manage several 

 projects and a variety of timelines and 

 deadlines concurrently. 

 

5. Ability to operate a personal computer  

 and perform other administrative office 

 functions. 

 

6. Ability to use creativity, independent 

 judgment and self-motivation to formulate 

 innovative ideas or to solve problems as they 

 apply to Center for the Arts acquisition, 

 storage and exhibition of collections. 

 

7. Ability to establish and maintain excellent 

 relationships with the public, community 

 groups, businesses and organizations. 

 

8. Ability to present materials and information 

 in good report form, complete forms and 

 perform required record keeping. 

 

8. With minimum supervision, ability to 

 function independently or as a 

 member of a team to plan, organize and 

 implement activities of the 

 Collections/Exhibition Department of the 

 Waterloo Center for the Arts. 

 

9. Ability to work with diverse populations 

 from a broad variety of social, economic, 

 racial, ethnic, cultural and educational 

 backgrounds 

 

ACCEPTABLE EXPERIENCE & TRAINING 

1. Graduation from an accredited college or 

 university with a Bachelor’s Degree in Art 

 History or closely related field with 

 minimum one year curatorial or related 

 museum experience (volunteer experience, 

 an internship or other unpaid experience 

 considered). 

OR 

Any equivalent combination of education and 

experience that provides the knowledge, 

skills and abilities necessary to perform the 

work. 

 

2. Work experience must be verifiable with an 

educational, cultural or other agency. 

3. Proficiency with personal computer and 

 other office equipment and experience 

 using a variety of communications, data and 

 image  management software programs. 

3. If operating a City vehicle, Iowa Driver's 

 License and good driving record based on 

 the City of Waterloo driver performance 

 criteria.  Must obtain Class D Driver’s 

 License with  endorsement 2 for driving a 



 non-commercial vehicle weighing up 

 to 26,000 pounds within time frame as 

 determined by department head. A candidate 

 with any of the following will be 

 eliminated from operating a City 

 vehicle: loss of license for any reason 

 during the period of candidacy for 

 employment, if the candidate remains 

 without a valid, current license for the 

 position when the City issues an offer of 

 employment; loss of license, plea of guilty, 

 plea of no contest or its equivalent or 

 conviction for OWI, reckless driving or 

 other major moving violation within the 

 previous five years; four or more citations 

 for moving violations within the previous 

 three-year period, excluding speeding 

 violations of 10 mph or less over the posted 

 speed limit; three or more citations for 

 moving violations within the previous one-

 year period.  After appointment to the 

 position, disciplinary action or loss of 

 driving privileges with a City vehicle may be 

 reviewed for the following;  four or more 

 moving violations within the previous three 

 years, three or more moving violations with 

 the previous one year or loss of license 

 or conviction for OWI, reckless driving 

 or other major moving violation within the 

 previous five years; two or more at-fault 

 accidents within a three-year period while 

 driving on City business; a combination of 

 three or more at-fault or not-at-fault 

 accidents within a three-year period. 

 Applicant’s driving record will be reviewed 

 prior to an offer of employment.  

 Applicant’s driving record will be reviewed 

 prior to an offer of employment.. 

 

ESSENTIAL PHYSICAL ABILITIES 

1. Sufficient vision including color vision, 

 depth  perception and peripheral vision in 

 order to perform assigned duties related to 

 the review and evaluation of art in a variety 

 of forms. 

2. Sufficient speech and hearing that permits the 

 employee to respond to questions from the 

 public, community groups, patrons and 

 coworkers in person or on the telephone, 

 and make oral  presentations. 

 

3. Sufficient personal mobility that permits the 

 employee to safely operate a passenger 

 vehicle, move from one location to another 

 within  the Center for the Arts facility or other 

 cultural and educational venues and attend 

 meetings. 

 

4. Sufficient manual dexterity that permits the 

 employee to operate a personal computer, 

 move art work, assist with setting up exhibits, 

 handle files and perform other administrative 

 and technical duties. 

 

5. Sufficient strength to lift and carry objects 

 weighing up to fifty pounds – generally 

 art objects that are being exhibited or stored. 

 

MISCELLANEOUS 

1. The City of Waterloo reserves the right to 

 require a physical examination, 

 including a drug test, by a physician of  

 the City’s choice to determine if an applicant 

 is capable of  performing the essential 

 functions of the job classification.   

 

2. The City of Waterloo will conduct a 

 background investigation including 

 employment and criminal history checks on 

 any applicant being considered for this 

 position. 

 

3. Must submit to and pass Civil Service 

 examination procedures including an oral 

 interview. 

 

WORK SCHEDULE 

Generally 8:00a.m. - 5:00pm Monday-Friday with 

one hour unpaid lunch. Occasional overtime, 

weekend and evening hours. Must be available for 

meetings or activities that require the attendance of 

the Curator. 
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