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Job Overview 
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Job Code  Creation Date  

Department  Revision Date  

Position Details 

Purpose  

Duties and 
Responsibilities 

 



Duties and 
Responsibilities 

Continued 

Physical 
Demands 

Work 
Environment



Note:  The primary accountabilities above are intended to describe the general content of and requirements of this position and 
are not intended to be an exhaustive statement of duties. Incumbents may perform all or some of the primary accountabilities 
listed above. Specific tasks or responsibilities will be documented in the incumbents’ performance objectives as outlined by the 
incumbents’ immediate supervisor or manager. This position is security-sensitive and subject to Texas Education Code §51.215, 
which authorizes the employer to obtain criminal history record information. Must possess a valid driver’s license issued by the 
State where the applicant resides and must be insurable as defined in the UT System BPM 16-05-02, as applicable to the 
performance of essential duties and responsibilities of the position. 
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Core Competencies  

Quality of Work 

Knowledge 
Responsiveness 

Accountability 
Customer Services 

Accuracy 
Commitment 

Productivity 

Analytical Thinking 
Prioritization 

Problem Solving 
Completion of Job Assignments 

Works Independently  
Initiative/Proactive

Reliability 

Adaptability 
Trustworthiness 
Dependability 

Supportive 
Integrity 

Attendance

Teamwork 

Collaboration 
Interpersonal Skills 

Networking 
Communication 

Contribution 

Position Specific Competencies 
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Equal Opportunity/Affirmative Action Statement 

The University of Texas at El Paso is an Equal Opportunity / Affirmative Action Employer. The University does not discriminate on the 
basis of race, color, national origin, sex, religion, age, disability, genetic information, veteran status, or sexual orientation and gender 

identity in employment or the provision of services. 
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	Untitled

	Job Title: Curatorial Assistant  
	FLSA Status: Exempt
	Job Code: 15402
	Creation Date: July 25, 2018
	Department: Centennial Museum
	Revision Date: 
	Purpose: The Curatorial Assistant is responsible for assisting with creating and maintaining displays of the Centennial Museum’s collections and exhibits, both temporary and permanent, and for programs to educate the public about the materials exhibited or stored. Will works with other staff members, student assistants, and contracted personnel, to accomplish this. 
	Duties and Responsibilities: Prepares, hangs, and installs objects for exhibit. 

Mounts wall readers, labels, photographs, and other material using a dry mounting press.

Requires skill in the use of a variety of hand and power tools and in the use and application of various materials. 

Cuts and assembles mats and frames for prints and drawings.

Reclaims materials from the installation for further use.

Install, arrange, assemble, and prepare items for exhibition, ensuring the artifacts safety, reporting their status and condition, and identifying and correcting any problems with the set up.

Direct and supervise curatorial, technical, and student staff in the handling, mounting, care, and storage of art objects.

Develops in-house temporary exhibits, researching the storyline, working with outside experts as appropriate. 

Requires ability to: Physically handle delicate and valuable objects with extreme care; work from sketches and oral instructions as to construction and installation of museum exhibit.

Knowledge of all Microsoft Office software and able to learn and use institutional software systems. 

Complies with all State and University polices. 

	Duties and Responsibilities Continued: Other duties may be assigned.

Supervisory Carries out supervisory responsibilities in accordance with the organization's policies and applicable laws. 


	fill_3: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to stand, walk, sit; use hands to feel; reach with hands and arms; climb or balance; stoop, kneel, crouch, or crawl; and talk or hear. Ability to work in confined spaces such as collections rooms. The employee must regularly lift and move up to 50 pounds.  Special vision requirements include close vision, distance vision, color vision, peripheral vision, depth perception, and ability to adjust focus.
	Work Environment: The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

The noise level in the work environment is usually quiet to moderate.  
	Minimum Education Required: Bachelor Degree.
	Minimum Experience Required: Two years of experience, related to the statement of duties and responsibilities; or equivalent combination of education and experience.
	Preferred Education Required: 
	Preferred Experience Required: 
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