
 

 

EXHIBITIONS AND PUBLICATIONS MANAGER 
 
OVERVIEW: In partnership with the curators and in close collaboration with other museum 

departments, manage all stages of exhibition development from the formal approval 
to the opening of exhibitions. 

 
FLSA STATUS: Exempt  REPORTS TO:  Deputy Director for Art Administration 
 
ESSENTIAL FUNCTIONS: 

1. With the lead curator, manage exhibition implementations.   Plan for and organize overall 
implementation timeline, work to schedule project meetings and assist in setting agendas and taking 
minutes.  Strive to anticipate issues and solve problems as they arise. 

2. Responsible for dissemination of current exhibition information to appropriate staff. Organize and 
maintain electronic information and planning documents for present and future exhibitions, including 
data entry of exhibition information into TMS database. Coordinate the production, editing, and 
publication of exhibition content for the web and SAM intranet. Archive past exhibition records, 
including installation photography. 

3. Coordinate exhibition needs and contractual obligations with exhibition organizers for exhibitions 
originated by other museums or exhibition services, as well as with exhibition venues for traveling 
exhibitions originated by SAM. 

4. For exhibitions organized by other institutions and in collaboration with curators and registrars, enter 
final exhibition checklists with images into TMS database. 

5. Serve as project manager for all in-house produced curatorial publications. Oversee the production 
timeline, including securing the photography, coordinating with the editor on delivery of the 
manuscript and supervising the Exhibition Rights & Reproductions Coordinator on image 
permissions.  Finalize and transfer all accurate materials on-time to the publisher. 

6. Process all exhibition and publication contract related payments and invoices to individuals and 
institutions. 

7. Respond to public inquiries concerning Seattle Art Museum exhibitions and manage 
exhibitions@seattleartmuseum.org alias. 

8. Coordinate installation photography and supervise contract photographer.  

9. Coordinate and schedule curator-led staff tours of special exhibitions. 

10. Manage special tasks as needed, including distribution of SAM curatorial publications to rights 
grantors. 

11. Provide assistance related to exhibitions to Deputy Director for Art Administration, as well as the 
curators. 

12. Supervise the Exhibition Rights and Reproduction Coordinator. 

 

QUALIFICATIONS, KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED: 

1. Bachelor's degree and three or more years’ relevant administrative work experience in a not-for-
profit setting, or the equivalent education and experience. 

2. Demonstrated project management, and image rights and copyright administration experience. 



 

 

3. Excellent oral and written communication skills; ability to communicate effectively and to project a 
professional image when giving and taking information in writing, in person, and over the phone. 

4. Demonstrated proficiency and accuracy using MS Office products, including Word, Excel, Access, 
Outlook, SharePoint and other software programs.  

5. Familiarity with works of art and art terminology and institutions. 

6. Ability to take initiative and prioritize multiple competing tasks; excellent time-management and 
problem-solving skills. 

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

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

9. Ability to work professionally and tactfully, to adhere to Museum policies and to 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

