
 

 

 

 
JOB TITLE:  CURATORIAL COORDINATOR 
 
 
OVERVIEW: Provide clerical and administrative support to Deputy Director for Art and 

Curatorial Division. 

  
FLSA STATUS: Non-exempt    
 
REPORTS TO:  Deputy Director for Art and Curator of European Painting and Sculpture 
 
ESSENTIAL FUNCTIONS: 

 
1. Provide administrative and clerical support to the Division and the Deputy Director for Art: 

sort and distribute mail; draft correspondence; respond to telephone inquiries. 
2. Arrange appointments, maintain calendar, and schedule travel arrangements for the Deputy 

Director for Art, curators, and Division guests. 
3. Coordinate Division and other meetings and special events: arrange times and locations; 

notify participants; prepare agenda; take and distribute minutes if necessary. 
4. Monitor the Division budget: pay invoices in a timely manner; process travel and expense 

reimbursements; assist with budget reviews and complete budget reports; manage use of 
department credit card. 

5. Coordinate label schedule, formatting, and production, working with Deputy Director for 
Art, Editor, curators, Museum Services and vendors 

6. Help with PowerPoint presentations for curators as necessary; serve as Coordinator in 
charge of media. 

7. Maintain and update Curatorial invitation list. 
8. Facilitate inter-departmental communications. Maintain cross-divisional communication.  
9. Order and maintain supplies for division; follow and develop guidelines and procedures. 
10. Respond to general queries from the public via phone, mail, and e-mail. 
11. Organize and maintain Division files. 
12. Maintain Division subscriptions and memberships. 
13. Complete special projects as assigned. 

14. Perform other duties as assigned.   
 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. Bachelor’s degree or the equivalent education/experience.  
2. Three or more years relevant administrative work experience preferably in a not-for-profit 

setting, including knowledge of budgeting procedures. 
3. Excellent written and oral communication skills.   
4. Keen attention to detail. 
5. Demonstrated proficiency with MS Office products, including Word, Excel, Access, 

PowerPoint, SharePoint, Adobe Creative Suite products including Acrobat, Photoshop, and 
InDesign, and other software programs.  

6. Familiarity with works of art and art terminology and institutions. 
7. Ability to take initiative and prioritize multiple competing tasks; excellent time-management 

and problem-solving skills. 
8. Routinely take a proactive approach to problem resolution; demonstrated and strong 

organizational & time-management skills.  
9. Ability to work accurately with close attention to detail and maintain strict confidentiality.  
10. Ability to follow up to make sure tasks are satisfactorily completed. 



 

 

11. Ability to work professionally and tactfully and support management decisions in a positive, 
professional manner. 

12. Ability to step in and help when colleagues need extra assistance. 
 
The Seattle Art Museum will consider reasonable accommodations for those applicants with disabilities who 
may need a reasonable accommodation to perform the essential functions/duties.    Please contact the 
Human Resources Department for additional information. 
 
Seattle Art Museum is committed to diversity and inclusion.  Qualified individuals who bring diverse 
perspectives to the workplace are especially encouraged to apply. 
 
 

TO APPLY:   Please visit http://visitsam.org/careers for specific instructions on how to submit SAM employment 

application, cover letter and resume.   
 
Deadline: August 12, 2015 

http://visitsam.org/careers

