
Bartholomew County Historical Society      2022 

Position: Collections Manager/Curator (40Hr./Wk., salary)  

Office Hours: Monday-Friday, occasional evenings/weekends.  

 

About the Organization: 

Founded in 1921, the mission of the Bartholomew County Historical Society (BCHS) is to collect and 

preserve Bartholomew County artifacts, photographs, and documents. Through interpretive programs and 

displays, BCHS teaches the heritage of this region to enrich both present and future generations. Our goal 

is that we may know who we are today based on where we came from yesterday. 

Job Description: 

The Collections Manager/Curator will be responsible for our extensive collection, leading all aspects of 

collection management and curating exhibits in the museum.  This position will provide support to the 

BCHS daily operations, assisting the Executive Director and Board of Directors as directed by the Executive 

Director to ensure the organizations’ mission is being fulfilled at a level of excellence.  As a team member, 

the ideal candidate must be able to work independently and in a collaborative environment.    

Job duties and responsibilities of this position include, but are not limited to, the following: 

• Manage all aspects of our extensive collection including preservation, accessioning, deaccessioning, 
prioritizing collection restoration, and preparing selected artifacts for display in museum exhibits. 
Adhere to established professional standards regarding acquisition, documentation, housing, and 
exhibiting 

• Develop and implement collection-oriented policies and procedures  
• Evaluate conditions and historical significance of items in the collection 
• Assist in the development of the museum’s collection through donations and purchases 
• Accession newly acquired collection items and manage incoming and outgoing loans 
• Train and direct volunteers and interns in collections work 
• Carry out or oversee volunteers in properly cataloging, scanning/photographing, and storing of 

artifacts and archival items according to established professional standards 
• Maintain catalog records in PastPerfect Web Edition and edit and update data in preparation for 

sharing the collection online 
• Respond to inquiries and photo/information requests from the public, researchers, and other 

institutions 
• Identify collection-related grant opportunities and write or support grant applications 
• Development and installation of exhibits, both on and off-site, including developing themes, writing 

and editing exhibit text, selecting and properly installing artifacts, and repacking of items after exhibits 
close 

• Assist with educational and outreach programming 
• Provide customer service to visitors of the museum  
• Develop and steward relationships with community members and organizations, collectors, scholars, 

and donors 
• Become proficient in Bartholomew County history 
• Assist with developing new, permanent museum exhibits 
• Serve on various BCHS committees as needed 



Requirements 

We are looking for a museum professional who has a passion for history and wants to work collaboratively 
as part of our small museum team.  Candidates should possess the following:  

• A bachelor’s degree or higher from an accredited college in history, art history, public history, or 
museum studies 

• Experience working in collections in accordance with best museum practices 
• Experience overseeing volunteers, contractors, or museum staff 
• Experience writing and implementing collection-related policies and procedures 
• Proficiency in PastPerfect Web Edition, or a similar museum collections management software, 

including the features associated with accessioning, cataloging, exhibits, creating contacts, incoming 
and outgoing loans, and generating reports 

• Proficient with Microsoft products 
• Highly organized, have outstanding communications skills, including written, oral and interpersonal 
• The ability to work independently, problem-solve, and make collections-based decisions without 

direct supervision 
• The ability to move objects from the warehouse to the museum 

 
To Apply:  

Email resume and a cover letter, outlining your qualifications and interest in the position by  

February 4, 2022, to Diane Robbins, BCHS Executive Director bchistory1821@gmail.com 

For more information on the Bartholomew County Historical Society, visit bartholomewhistory.org 
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