
EXHIBITIONS COORDINATOR

Saint-Gaudens Memorial seeks part-time Exhibitions Coordinator to assist with all aspects of its Picture Gallery exhibition program at the Saint-Gaudens NHS in Cornish, NH.  Approx. 230 hrs/yr; mostly March-Oct.  Send resumes to SGMemorial@aol.com by Nov. 30, 2009.

The Saint-Gaudens Memorial 

The Memorial is a private non-profit organization, established in 1919 to maintain a living memorial to the great American sculptor, Augustus Saint-Gaudens, at the site of his home and studios in Cornish, NH.  That property is now the Saint-Gaudens National Historic Site (SGNHS), a unit of the National Park Service.  The Trustees of the Memorial continue to support the preservation and development of the Site and to provide public programming there.

The Exhibitions Program

The Memorial has sponsored art exhibitions for the public since 1948.  Though sometimes historic in nature, most of the exhibitions are contemporary as the Memorial seeks to provide visitors with some insight into evolution of artistic expression over the last century and, more generally, to promote sculpture and the arts.

Generally, the Memorial sponsors three exhibitions per season (Memorial Day to the end of October).  These are usually in the Site’s Picture Gallery, or sometimes on the grounds of the Site.  One of the exhibitions features the work of the Saint-Gaudens Fellow from the preceding year (selected by the Fellowship Committee) and the other exhibits are selected by the Exhibitions Committee.  The latter includes Trustees; the Superintendent and/or Curator of the historic Site as Advisors; and, from time to time other advisory members.

Job Description:

The Exhibitions Coordinator (EC) position is part-time (approximately 230 hours per season), with the heaviest concentration of time spent in the spring, summer, and fall months. 

The Exhibitions Coordinator will work with the Exhibitions Committee; be directly responsible to the Chair of that committee; and be in ongoing communication with the Executive Director of the Memorial and the SGNHS staff.

Responsibilities of the Exhibitions Coordinator:

· Attend meetings of the Exhibitions Committee and provide input on candidates for, and the selection of, exhibits.  The committee usually meets in Cornish on the second Saturday of July, during the annual meeting weekend, and may meet occasionally at other times.  Meet, as required, with the Committee Chair and Site Superintendent. 

· Maintain ongoing and professional communication (in person, phone, email, and formal letters and contracts) with the artists from the time of their selection in July through the end of their exhibition the following summer in order to

· Confirm dates and work on a time line/scheduling in preparation for the exhibition

· Provide assistance in determining the appropriate extent and content of their show 

· Send, or have the ED send, and execute loan agreements

· Collect information and images for invitations, catalogs, press releases, Newsletters and website 

· Coordinate delivery and pick up to and from SGNHS

 Install the exhibition, in consultation with the artist, as appropriate 
· Work with the Chair, ED and Site Superintendent to get input and approvals throughout the process, with the Chair, ED and Site Superintendent to get inut and app including dates for openings; receptions and artists’ talks; delivery and pick-up of artwork; text, images and layout of brochures and invitations.

· Receive, write and edit materials for publication (invitation postcards, catalogs, press releases, Newsletter highlights and online content) and coordinate design and print details for such publications with our graphic designer.

· Maintain contact  with Site staff for approvals (list of objects/descriptions for exhibitions). Coordinate approvals from the Site for out of the ordinary installation requests/needs (e.g. – placement and installation of art on grounds, modification to Picture Gallery walls/structure, etc.).

· Arrange for additional insurance coverage for exhibitions, as needed and maintain such records and provide copies to the ED SGM.

· Complete and maintain all additional exhibition documentation including Condition Reports/Photo Documentation of all art loans.

· Organize the opening reception (food, beverage, host, set-up, cleanup) and artists’ talk.

· Maintain a digital archive of work by exhibiting artists (3 exhibitions per season stored on one CD, two copies each, one sent to and kept at the NY office and one at the SGNHS.

· Provide archival copies of all printed materials and copy of guest book to the ED SGM.

· Work with the Chair of the Exhibitions Committee and ED SGM to keep the exhibitions program on budget.

· All other duties that may come up with the Memorial Exhibitions program. 

