Registrar
This is a general description, and the duties and qualifications may vary depending on the museum’s specific needs. It is always a good idea to tailor the position description to fit your museum's unique requirements. 
Position: Registrar

Reports to: Collections Manager

Potential Staff Reporting to this Position: Interns, Volunteers

Job Description

The registrar is responsible for the proper documentation and day-to-day management of the museum’s collections. This includes maintaining records, coordinating loans, managing insurance issues, and ensuring the safety and accessibility of items.

Responsibilities:

1. Record Keeping: Maintaining detailed records of the museum’s collections, including acquisitions, loans, conservation efforts, and provenance.
2. Loan Coordination: Managing the loan process for items in the collections, including paperwork, transportation, and insurance.
3. Insurance Management: Handling insurance requirements for the collections, including coverage for damage, theft, and loans.
4. Policy Compliance: Ensuring compliance with local, state, and federal laws, as well as adherence to the museum’s written policies and procedures.
5. Staff Supervision: Supervising and training staff members involved in collections handling and documentation.

Qualifications:

· Knowledge of fieldwide professional practices in collections preservation and documentation.
· A detail-oriented individual with strong organizational and communication skills.
· Ability to work independently.
· A degree in museum studies, history, art history, or another related field may be beneficial but is not always necessary.
[bookmark: _Hlk189126874](Note: Some museums include a statement under the qualifications section that encourages all to apply to incentivize a more diverse set of candidates. Here is an example from the Adventure Science Center in Nashville, TN: “While we’ve listed our ideal qualifications, we value individual competence, experience, and enthusiasm for our mission. We encourage all who think they are a good match for the role to apply.”)
Skills

Consider the following set of essential skills for a registrar. Even without direct experience in a similar position, someone could accomplish a registrar’s tasks by leveraging the following skills:

1. Collaboration & Communication: Collaborating with colleagues across departments, in addition to curatorial staff; communicating collections needs and priorities; and interacting with donors, lenders, researchers, and other external stakeholders.
2. Interpersonal Skills: Training, guiding, and supervising interns and volunteers involved in collections-related activities, including proper handling of artwork and objects, documentation procedures, and safety protocols.
3. Problem-Solving: Understanding legal and ethical considerations related to collections management, including copyright laws, cultural heritage regulations, and repatriation issues, as well as adherence to the museum’s written policies and professional standards.
4. Technical Proficiency: Demonstrating familiarity with collections management software and database systems (e.g., PastPerfect) used for cataloging, digitization, and data management and possessing the ability to adapt to new technologies and software.
5. Attention to Detail: Proven proficiency in cataloging, accessioning, inventory management, and database administration to accurately document and track objects in the museum’s collection. Experience in conducting thorough inventories; creating and updating collections records; and maintaining accurate documentation of object provenance, condition, and location.
6. Practical Application: Exhibiting skills in project planning, coordination, and budget management for collections-related projects such as acquisitions, deaccessions, exhibitions, loans, and digitization initiatives. Experience in conducting research on collections objects; documenting their historical and cultural significance; and contributing to scholarly publications, exhibition texts, and educational materials.

