
 
Exhibitions Manager 
 

Full time; reports to Curator. 

Description: The Exhibitions Manager is responsible for guiding the implementation of the KMA’s exhibitions 
program and occupies a leadership role in managing specific exhibitions from inception to conclusion.  
Works collaboratively with department leadership and in-house and guest curator/s to plan temporary 
exhibitions and displays well into the future, and insure the smooth running of all exhibition logistics and 
related budgets. 
 
 
Oversees logistics related to changing exhibitions: 

 Scouts potential traveling and KMA collections exhibitions and presents possible projects to 
curatorial staff consideration. 

 Initiates exhibition proposal reviews and presents proposals at Collections & Exhibitions Committee 
meetings. 

 Initiates and coordinates exhibition planning meetings with KMA staff. 

 Schedules exhibitions and installations with curatorial team and other appropriate staff, taking into 
account the KMA master calendar and community calendar. 

 Coordinates and generates exhibition schedules, charts, and budgets. 

 In consultation with Curator, initiates installation design ideas for exhibitions. 

 Updates exhibitions charts/dates and communicates those changes to staff. 

 Circulates exhibition details (contracts, requirements, etc.) and images to appropriate staff 

 Sets up all shipping for incoming loaned objects and exhibitions and accounts for the correct 
inventory and condition of all incoming objects.  

 Processes all incoming loan forms and exhibitions contracts, modifies terms for the museum’s 
benefit as needed, retains master copies, and disperses copies for review. 

 Completes incoming and outgoing condition reports.  

 Monitors loan works on display throughout the exhibition duration. 

 Initiates the design and fabrication of exhibition labels and text panels with assistance from the 
Preparator. 

 Communicates exhibition plans to Preparator regularly so that necessary exhibition supplies and 
equipment can be prepared well in advance. 

 Assists the Preparator with exhibition installations, as needed. 

 Handles routine exhibition-related inquiries and proposals from artists and the general public. 

 Coordinates visiting professional needs (such as visiting curator or courier) including travel and 
lodging arrangements and per diem. 

 Maintains both digital and physical records of temporary installations.  Maintains photographic 
records of temporary exhibition installations.  

 Oversees Preparator, temporary exhibition workers, and curatorial interns.  Hires additional 
temporary exhibition workers as needed. 

 Coordinates short-run/secondary/third-party exhibitions and event-based installation needs. 
 
 
Assists with VSR (Visitor Services Representative) training: 

 Inform VSR team and supervisor in advance of any particular exhibition-related issues (especially 
fragile works, maintenance concerns, etc.) 

 Work with facility/security staff and visitor services manager to improve VSR performance 
 



 
Qualifications: 

 Bachelor of Arts or related degree 

 Previous gallery or museum experience preferred 

 Able to carry out the physical tasks of gallery related labor, able to carry 50 lbs 10 feet, climb ladders 
and stairs easily 

 Knowledge of exhibit design, graphic design 

 Ability to be organized and self-directed 

 Ability to communicate in English, both verbally and in writing 

 Detail oriented 

 Take initiative 

 Some knowledge and experience in proper handling of artworks 

 Working knowledge in museum principles and practices, general administrative principles, practices, 
and methods 

 Hold a valid driver’s license 

 Working knowledge of lighting techniques 

 Establish and maintain productive communication and work flow with colleagues to realize the 
museum’s goals 

 Ability to utilize web-based systems and services for ordering supplies, and other research as 
needed 

 Knowledge of labeling and mounting techniques 

 Knowledge of and the ability to use audio-visual equipment such as VHS, DVD players, Mac 
computers, projectors, and small power tools 

 
 
 
If interested, send cover letter and resume to KMA Curator Stephen Wicks at swicks@knoxart.org 
 


