11-16-90 MARI NE MUSEUM ADM NI STRATOR, 2404

Summary of Duties: An incunbent in this class plans, organizes,
and coordi nates the work of enpl oyees engaged in the operation

of the Marine Muiseum i ncl udi ng the conduct of educational and
recreational prograns for the general public, scientific
research, exhibit devel opnment and construction; applies sound
supervi sory principles and techniques in building and

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

Di stingui shing Features: The Marine Miseum Admnistrator is
responsi bl e for planning and organizing all activities of the
Mari ne Museum i ncl udi ng various public participation prograns
and scientific research activities. Assignnents nornally are
received in general terns and work performance is eval uated on
the basis of public acceptance and participation in Miseum
activities. The work requires the exercise of admnistrative,
manageri al and supervi sory expertise and expert know edge in
museum pr ogr am devel oprent, exhi bit preparati on and research in
the marine |ife sciences, including nmarine and coastline

ecol ogy.

| ncunbents in the class of Marine Museum Adm ni strator, as bona
fide supervisors, are responsi ble for the performance of the
full range of supervisory activities including: application of
di sci pline, processing and resolution of grievances, eval uation
of performance and approval of time off requests.

A Marine Miseum Adm ni strator differs fromcurator classes by
havi ng overall responsibility for the entire collection and
programas well as the operation of a museumfacility.

A Marine Miseum Admnistrator differs fromdirectors of other
museum facilities because of the specific expertise required to
operate a marine science and exhibit facility.

Exanpl es of Duties: A Marine Miseum Adm ni strator, through
subor di nat e supervi sors:

* Pl ans, directs and coordinates the preparation of
scientific exhibits of marine life, and the devel opnent of
educational and recreational prograns for the general
public about narine and tidepool life and mari ne ecol ogy;

* Est abl i shes contact and negotiates w th individuals,
busi ness firns and government agencies to obtain grants,
endownents, donations, |oans of marine speci nens and ot her
related itens of scientific and educational val ue;

* Encour ages, pronotes and coordi nates the participation of
ot her organi zations and groups within the community in
museum activities;



Speaks and gi ves denonstrations on narine subjects before
cl ubs, school s and ot her organi zati ons;

Acts as Executive Director for and coordinates the
activities of the Muiseumi s vol unteer organization, the
Cabrill o Mari ne Muiseum Vol unteers, and its steering

comm ttee;

Appears before comunity and other groups to stimulate and
pronote Mari ne Miseum activities;

Devel ops relations with other scientific institutions, such
as universities and nuseuns, and pronotes interest in the
Museum t hr ough the donation of naterial and expertise;
Wites nagazi ne and newspaper articles on nmarine prograns
and exhibits;

Approves and directs the construction of tenporary and

per mranent exhi bits;

Supervi ses studi es of techniques, nethods and research to
effect inproved functioning and increased public interest

i n nmuseum operation, programmng and exhibits;

Drects the conpilation and anal yses of statistics on
attendance and programmng and initiates prograns to effect
greater econony and inproved program content;

Drects the investigation and resol ution of conplaints from
t he public on nuseum operati ons;

Drects the preparation of the annual Miseum work program
and budget for personnel, supplies and equi pnent;

Approves the ordering, assigning and issuing of supplies
and equi prent ;

Initiates requests for repair of nuseumfacilities;
Supervi ses the scheduling and coordi nation of security and
custodi al services at the Muiseumfacilities;

Prepares records and reports relating to nmuseumactivity;,
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 enployees in preparing for pronotion as described
inthe Qty's Affirmative Action Program

May occasionally be assigned to other duties for training
pur poses or to neet technol ogi cal changes or energenci es.

Qualifications: Incunbents nust have the follow ng know edges

and abilities:

A good know edge of:

The principles of narine plant and ani nal biol ogy and
mari ne ecol ogy;



* Miseum oper ati on and progranmm ng, including the preparation
of scientific exhibits of marine life;

* Scientific research techni ques, sources of scientific
information, and | aboratory diagnostic techni ques invol ved
in the collection and anal ysis of specinens of marine |ife;

* Budgeting for nuseum exhibits, prograns and rel ated
equi prent and facilities;
* Publ i ¢ agencies and private organi zations likely to provide

financial, pronotional or other types of support for marine
museum activities;

* Qurrent major scientific devel opments in the field of
mari ne bi ol ogy;

* Supervisory principles and practices including: planning,
del egating and controlling the work of subordinates;

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

* Techni ques for counseling, disciplining and notivating
subor di nat e personnel ;

* Procedures for grievance handling;

*

Supervi sory responsibility for EEQ AA as set forth in the
Aty'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 subordinate
per sonnel ;

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

The ability to:

* Elicit support for nmuseumactivities fromvarious public
and private organi zations;

* Deal tactfully and effectively with high-level officials,
depart nent nmanagenent and technical and scientific
per sonnel ;

* Establish and naintain a work environnent to enhance both

enpl oyee noral e and productivity;

Appl'y sound supervisory principles and techni ques;

Ful fill supervisory affirmative action responsibilities as
indicated in the Gty's Affirmative Action Program

M ni nrum Requi renents:

1. G aduation froma recogni zed four-year college or
university with a major in a biological or physical science
or aclosely related field,; and

2. Four years of professional scientific experience in the
field of marine biology including two years as a director,



assistant director curator or head of an organi zati onal
unit in a nmuseum aquariumor other scientific exhibit or
research facility.

A nasters degree froma recogni zed four-year college or
university with a major in a biological or physical science
or aclosely related field may be substituted for up to two
years of the required general mnarine biol ogy experience.

License: Awvalid California driver's |license and a good dri ving
record is required.

Physical requirenents: Strength to performaverage lifting of
| ess than 5 pounds and occasi onal |y over 15 pounds; good
speaki ng and hearing ability; and good eyesight.

Persons with nedical limtations may, wth reasonabl e
accommodati on, be capabl e of performng the duties of this
class. Such determ nation nust be nade on an individual basis
inlight of the person's limtations, the requirenments of the
positions, and the appointing authority's ability to effect
reasonabl e accommodation to the person's limtations.

As provided in CGvil Service Conmm ssion Rule 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 all of the duties and
responsibilities of any position shall be.



