
 

 

EXHIBITION RIGHTS AND REPRODUCTIONS COORDINATOR – PART TIME, 20 hours/week 
 

OVERVIEW: Oversee the efficient management and productivity of exhibition image 
rights and reproductions. 

FLSA STATUS: Non-exempt REPORTS TO: Exhibitions and Publications Manager 
ESSENTIAL FUNCTIONS: 

1. Perform exhibition rights and reproduction duties such as obtaining photography and high 
resolution images and clearing reproduction permissions for images selected for 
promotional and educational use for all exhibitions, including use in the galleries during the 
run of the exhibitions.   

2. Act as clearinghouse for permissions given by outside exhibition organizers and rights 
holders. For exhibitions organized by the Museum, act as clearinghouse for permissions 
given by Museum curators to other venues. 

3. Process payments pertaining to Communications, Education, and Curatorial uses for non-
commercial use of selected images and educational films in galleries for all exhibitions.  

4. Manage and maintain selected images for special exhibitions and installations. 

5. Work with Exhibitions and Publications Manager on permissions for Museum-produced 
exhibition and collection catalogues, including projects published electronically. 

6. Consult with Exhibitions and Publications Manager and/or Legal Counsel on issues that 
require escalation. 

7. Perform other duties as assigned.   
 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. Bachelor of Arts degree in Art History or related field. 

2. 3+ years of relevant work experience include substantial administrative experience. 
Familiarity with art, art history and photographic terminology. 

3. Knowledge of U.S. copyright law.   

4. Knowledge of photography and photographic processes, including color correction, 
color density, and digital image file types.  

5. Knowledge of archival procedures and handling of photography. 

6. Demonstrated proficiency and accuracy in using MS Office products, including 
Word, Excel, Outlook, and SharePoint. Knowledge of databases and budget 
systems, including basic accounting skills.  Knowledge of Adobe Photoshop and 
Acrobat, FileMaker Pro, and TMS is preferred. 

7. Strong organizational and management skills; ability to work effectively with 
personnel from many disciplines; experience handling multiple competing priorities, 
and timely, effective decision-making.  

8. Ability to assess priorities and work well under pressure; excellent time 
management, problem solving, and analytical skills.  Ability to take initiative and 
work independently. 



 

 

9. Demonstrated ability to establish and maintain effective relationships with 
management, employees, and the public. Ability to supervise volunteers. 

10. Ability to work with close attention to detail and to maintain confidentiality. 

11. Ability to adhere to Museum policies and support management decisions in a 
positive, professional manner. 

 
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: June 5, 2015 

http://visitsam.org/careers

