5-25-90 BANN NG RESI DENCE MUSEUWM DI RECTCR, 2397

Summary of Duti es: Pl ans, directs and coordinates the operation of
t he Banni ng Resi dence Miseum assigns, reviews and eval uates the work
of museum enpl oyees engaged in historic research, acquisition of
artifacts, fundraising, exhibit, and educational and recreational
program devel opnent for the general public; applies sound supervision
principles and techniques in building and nai ntaining an effective
work force; and fulfills affirmative action responsibilities.

D sti ngui shi ng Feat ures: The Banni ng Resi dence Museum Director is
responsi bl e for overall supervision of acquisition, research,
interpretation, preservation, and presentation at the 19th century
Banni ng Resi dence Museum Assignnents are received in general terns
and eval uated on the basis of public acceptance and participation in
museum activities. The work requires the exercise of admnistrative,
manageri al and supervi sory expertise and expert know edge in the
managenent of nmuseum program collection and exhi bit devel opnent.

This class differs fromcurator classes by having overal
responsibility for the entire collection and programas well as the
operation of a museumfacility. It differs fromdirectors of other
museum facilities because of the specific expertise required to
operate a 19th century residential historic site.

| ncunbents in the class of Banni ng Resi dence Muiseum D rector, as bona
fide supervisors, are distinguished fromlead workers in that they are
responsi bl e for the performance of the full range of supervisory
activities including: application of discipline, processing and

resol ution of grievances, evaluation of performance and approval of
time of f requests.

Exanpl es of Duti es: Thr ough subordi nat e personnel, nanages the
acquisition of appropriate artifacts and catal ogues col |l ection; plans,
directs and coordi nates the preparation of 19th century decorative
arts, textiles and furnishing collections; devel ops educational and
recreational prograns about the historical site for the general
public; establishes contact and negotiates with individuals, business
firnms, foundations and governnental agencies to obtain grants,
endownents, donations, and | oans; acts as |iaison between the Gty of
Los Angel es Recreation and Parks Departnment and the Miseunmis private
support group; encourages, pronotes and coordi nates the participation
of other organizations and groups within the community in fund raising
and ot her nmuseum activities; speaks and gi ves denonstrati ons on

hi stori cal subjects before clubs, schools, and other organizations;
acts as Executive Drector and coordinates activities of the
museum svol unt eer organi zati on; appears before community and ot her
groups to stimulate and pronote nuseum activities; devel ops rel ations
with other institutions, such as universities and nuseuns; pronotes
interest in the museumthrough the donation of material and expertise;
approves and directs the construction of tenporary and pernanent

exhi bits; supervises studies of techni ques, nethods, and research to




effect inproved functioning and increased public interest in nmuseum
operation, programmng, and exhibits; directs the conpilation and
anal ysis of statistics on attendance and programmng and initiates
measures to effect greater econony and inproved program content;
wites magazi ne and newspaper articles on prograns and exhibits; and
directs the inplenmentation of a public relations program regardi ng
nmuseum oper ati on

Drects the preparation of the annual work program and budget for
personnel, supplies and equi pment; approves the ordering, assigning,
and issuing of supplies and equipnent; initiates requests for repair
of museumfacilities; supervises the scheduling and coordi nation of
security and custodi al services at the nuseumfacilities; prepares
records and reports relating to nuseumactivity; comunicates equa
enpl oynent/affirmative action information to enpl oyees; applies job-
related criteria in selecting, orienting, assigning, training,
counsel i ng, evaluating, and disciplining subordi nates; assists

enpl oyees in preparing for pronotion as described in the Gty
Affirmati ve Action Program and may occasional ly be assigned to other
duties for training purposes or to neet technol ogi cal changes or
emner genci es.

Qualifications: A t horough know edge of nuseum adm ni stration,
operation and programm ng, including organizing, staffing, controlling
and evaluating the effectiveness of the museum a thorough know edge
of budgeting for rmuseum prograns, exhibits, equi pment, personnel and
facilities; good know edge of financial nanagenent and supervi si ons;
good know edge of public agencies and private organi zations likely to
provide financial, pronotional or other support for nuseumactivities;
good know edge of research techni ques, catal oging and regi stering of
historic artifacts and other itens for exhibit; good know edge of
current maj or devel opnents and trends in history and nuseum st udi es;
good know edge of supervisory principles and practices including:

pl anni ng, del egating and controlling the work of subordinates; good
know edge of techniques of training instructing and eval uati on of
subor di nat e work performance; good know edge of techni ques for
counseling, disciplining, and notivating subordi nate personnel; good
know edge of the procedures for grievance handling; good know edge of
supervisory responsibility for EEQ EAA as set forth in the AQty's
Affirmati ve Action Program good know edge of effective safety

princi ples and practices; working know edge of nenoranda of
understanding as they apply to subordi nate personnel ; general

know edge of Gty personnel rules, policies and procedures.

The ability to coordi nate or conduct special public educational and
recreational prograns; the ability to elicit support for nmuseum for
museum activities frompublic and private organizations; the ability
to deal tactfully and effectively with high level officials,
depart nent nmanagenent, sponsors and technical personnel; the ability
to comuni cate effectively orally and in witing with a variety of
public groups; the ability to plan, organize, direct and eval uate the
effectiveness of the nuseum the ability to establish and naintain a



wor k envi ronment to enhance both enpl oyee noral and productivity; the
ability to apply sound supervisory principles and techni ques; and the
ability to fulfill supervisory affirmative action responsibilities as
indicated in the Gty's Affirmative Action Program

G aduation froma four-year college or university and four years of
prof essional historic site nuseum experience including 2 years as a
director, assistant director, curator, or head of an organi zationa
unit in an historic/decorative arts nuseum

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

Physi cal Requirenent: Strength to performaverage lifting of |ess
than 5 pounds and occasionally over 15 pounds; good speaki ng and
hearing ability; and good eyesight, including normal col or perception.

Persons with nedical limtations nmay, w th reasonabl e accommodati on,
be capable of performng the duties of some of the positions in these
classes. Such determnation nust be nmade on an individual basis in
[ight of the person's [imtations, the requirenments of the position,
and the appointing authority's ability to effect reasonabl e
accomodations to the person's |limtations.

As provided in Gvil Service Commssion Rules 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what
the duties and responsibilities of any position
shal | be.



