
University of Texas at El Paso 
Job Description 

 
Job Code:  15402 
Job Title:  Curatorial Assistant   
Department: Centennial Museum 
Reports To:  Director 
FLSA:   Exempt 
Prepared by:  Human Resource Services 
Creation / Revision Date: December 22, 2016 
 
Summary:  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.  He or she works with other staff members, student assistants, and 
contracted personnel, to accomplish this.  
 
Note:  The primary accountabilities below 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 below.  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. 
 
Statement of Duties and Responsibilities:  
  
Assists with activities concerned with the instruction, acquisition, exhibition, safekeeping, research, and public service 
objectives of the museum. 
 
Assists with the Permanent Collections, maintaining donor and object record files; processes objects into the 
permanent collections via standard accessioning and cataloging methods; photographs and digitizes collections and 
records; monitors security of building and other collections areas; manages the museum’s resource library; designs, 
with expert advice as required, new exhibits and texts; works with Facilities Services to coordinate work in collections 
areas. 
 
Works with and assists the Laboratory for Environmental Biology (LEB) and the Southwest Biostratigraphic Institute 
on their collections as needed. 
 
Assists University offices such as Heritage House, Institutional Advancement, and others as appropriate, with 
museum-related matters. 
 
Clean objects, such as paper, textiles, wood, metal, glass, rock, pottery, and furniture, using cleansers, solvents, 
soap solutions, and polishes.  
 
Determines whether objects need repair and choose the safest and most effective method of repair.  
 
Install, arrange, assemble, and prepare artifacts 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. 
 
Perform tests and examinations to establish storage and conservation requirements, policies, and procedures 
 
In collaboration with the Director, plans for traveling exhibits. 
 
Develops in-house temporary exhibits, researching the storyline, working with outside experts as appropriate. 
 
Knowledge of all Microsoft Office software and able to learn and use institutional software systems. 
 
Complies with all State and University policies. 



 
Other duties may be assigned. 
 
Supervisory Carries out supervisory responsibilities in accordance with the organization's policies and applicable 
laws.  
Qualifications 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. 

 
 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. 
 
Physical Demands: 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.   

 


