EL PUEBLO H STORI C MJSEUM DI RECTCR, 2394

Summary of Duties: Plans, directs, and coordi nates the
operation of the EH Pueblo Hstoric Mnunent interpretive
program assigns, reviews and eval uates the work of nuseum
enpl oyees engaged in historic research, catal oging of
artifacts, operation of exhibits, and educational program
devel opnent for the general public; applies sound

supervi sion principles and techniques in building and

mai ntai ning an effective work force; fulfills affirnative
action responsi bilities; and does rel ated work.

Di stingui shing Features: The E Pueblo H storic Miseum
Drector is responsible for planning and organizing al
activities of the E Pueblo de Los Angeles Hstoric
Monunent interpretive programincluding various public
participation prograns and historic research activities.
Assignments are received in general terns and eval uated on
the basis of public acceptance and participation in nmseum
and other interpretive activities. The work requires the
exercise of admnistrative, managerial and supervisory
experti se and expert know edge in nuseum prograns,

col l ections, and exhi bit devel oprent.

An BH Pueblo Hstoric MuiseumD rector differs from curator
cl asses by having overall responsibility for the entire
collection and programas well as the operation of a
museum facility.

An El Pueblo Hstoric MuiseumD rector differs from
directors of other museumfacilities because of the
specific expertise required to operate a representative
historic site nuseumfacility.

An incunbent in the class of E Pueblo Hstoric Miseum
Drector, as a bona fide supervisor, is distinguished from
| ead workers in being responsible for the perfornmance of
the full range of supervisory activities including:
application of discipline, processing and resol uti on of

gri evances, evaluation of performance and approval of time
of f requests.

Exanpl es of Duties: An E Pueblo H storic Miseum

D rector, through subordinate personnel:

* Drects and coordinates historical research and the
preparation of historic exhibits;

Manages and cat al ogues col | ecti ons;

* Pl ans, directs and coordi nates the devel opnent of
educational and interpretive prograns about history
for the general public;

* Est abl i shes contact and negotiates w th individuals,
busi ness firns, and governnmental agencies to obtain




grants, endowrents, donations, and | oans;

Encour ages, pronotes and coordi nates the
participation of other organizations and groups
within the community in nuseum fund-raising and ot her
museumrel ated activities;

Speaks and gi ves denonstrations on historic subjects
bef ore clubs, schools and ot her organi zati ons;

Acts as Executive Director for, and coordinates the
activities of, H Pueblo Hstoric Mnunent's

vol unt eer organi zati ons;

Appears before comunity and ot her groups to

stimul ate and pronote E Pueblo H storic Miseum
activities;

Devel ops relations with other cultural and historic
institutions, such as universities, private and
public libraries, and nuseuns, and pronotes interest
in the interpretive programthrough the donation of
material and experti se;

Wites magazi ne and newspaper articles and speaks
before interested groups on the Gty's history and H
Puebl o' s prograns and exhibits;

Approves and directs the construction of tenporary
and pernmanent exhibits;

Super vi ses studi es of techni ques, nethods, and
research to effect inproved functioning and i ncreased
public interest in nmuseum operation, programmng and
exhi bits;

Drects the conpilation and anal ysis of statistics on
attendance and programmng and initiates prograns to
effect greater econony and i nproved program content;
Drects the investigation and resol uti on of
conplaints fromthe public on nuseum operati on

Advi ses managenent on activities of tenants,

enpl oyees or contractors which may damage the fabric
of historic buildings.

Prepares the annual budget for personnel, supplies
and equi prrent for the Hstory Dvision of the H
Puebl 0 H storic Mnunent;

Approves the ordering, assigning and issuing of
suppl i es and equi pnent ;

Initiates requests for repair and custodi al services
for nuseumfacilities, and eval uates results;
Prepares records and reports relating to interpretive
activity,

Comuni cat es equal enpl oynent/affirnmative action
information to enpl oyees;

Applies job-related criteria in selecting, orienting,
assi gning, training, counseling, evaluating, and

di sci pl i ni ng subor di nat es;

Assi sts enpl oyees in preparing for pronotion as
described in the Gty Affirmative Action Program



May occasional ly be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energencies.

Qualifications: Incunbents nmust have the follow ng
know edges and abilities:

A good know edge of:
Museum adm ni stration, operation and progranmm ng,
i ncl udi ng organi zing, staffing, controlling and
eval uating the effectiveness of the nuseum

* Resear ch techni ques, catal oging and registering
historic artifacts and other itens for exhibit;
* Publ i c agencies and private organizations likely to

provide financial, pronotional and private or other
support for museum activities;

* Qurrent maj or devel opnents in history and nuseum
st udi es; o
* Preparing a budget for nmuseum prograns, exhibits,

equi prrent, personnel and facilities, and application
of financial nmanagenent and control neasures;

* Supervi sory principles and practices including:
pl anni ng, del egating and controlling the work of
subor di nat es;

* Techni ques of training, instructing and eval uation of
subor di nat e wor k perfornance;
* Techni ques for counseling, disciplining, and

not i vati ng subordi nat e personnel ;
Procedures for grievance handling;

* Supervi sory responsibility for EEQ AA as set forth in
the Gty's Affirmative Action Program
* Ef fective safety principles and practi ces;

A wor ki ng knowl edge of:
* Menor anda of understanding as they apply to
subor di nat e personnel ;

A general know edge of:
* Gty personnel rules, policies and procedures.

The ability to:
Pl an, organi ze, direct and eval uate the effectiveness
of the nmuseum

* Elicit support for nmuseumactivities frompublic and
private organizations;

* Coordi nate or conduct special public educational and
recreational prograns,

* Deal tactfully and effectively with high | evel
officials, departnment managenent and technica
per sonnel ;

* Communi cate effectively orally and in witing with a

variety of public groups;



* Establish and naintain a work environnent to enhance
bot h enpl oyee noral e and productivity;
Appl'y sound supervisory principles and techni ques;
Ful fill supervisory affirmative action
responsibilities as indicated in the AQty's
Affirmative Action Program

M ni num Requi renents:

* QG aduation froma recogni zed four year college or
university with a mgjor in Hstory, Art Hstory or a
related field; and

* Four years of full-tinme paid professional nmiseum
experience including 2 years as a director, assistant
director, curator or head of an organi zational unit
inahistoric or speciality nuseum

A nmasters degree in Hstory, Art Hstory or a closely
related field such as Museum Studi es nmay be substituted
for up to two years of the required general nuseum
experi ence.

Experience as a director, assistant director, curator, or
head of an organizational unit in a historic or specialty
museum nay be substituted on a year-for-year basis for the
requi red educati on.

License: Awvalid California driver's |license and a good
driving record are required.

Physical Requirenent: Strength to performaverage lifting
of Tess than 5 pounds and occasional |y over 15 pounds;

good speaki ng and hearing ability; and good eyesight,

i ncl udi ng normal col or perception.

Persons with nedical limtations may, wth reasonabl e
accommodati on, be capable of performng the duties of some
of the positions in this class. Such determnation nust
be made on an individual basis in light of the person's
[imtations, the requirenments of the position, and the
appoi nting authority's ability to effect reasonabl e
accomodations to the person's limtations.

As provided in CGvil Service Comm ssion Rules 2.5 and
Section 4.55 of the Adm nistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to declare what the
duties and responsibilities of any position shall be.



