
 
Preparator (part-time) 
 
 

Reports to: Exhibitions Manager 
 
Description of role: The Preparator is responsible for all aspects of the care, presentation and physical 
handling of art work in the KMA collection and works on loan, both on site and in transit.  Takes the initiative 
in assessing and planning for exhibition fabrication and installation needs for internally organized and 
traveling exhibitions with ample lead time, including planning shipping arrangements for incoming/outgoing 
loans, corresponding with exhibiting artists/collectors/institutions, and completing/coordinating special 
projects for the curatorial team. 
 
Oversees physical tasks related to exhibition installations: 

 Install all collection art objects or exhibition objects within the museum.  

 Research requirements of all incoming exhibitions and plan for installation process. 

 Handle basic tasks needed to prepare art work for display, as required: 
-coordinate framing needs with designated framing vendors 
-repair hinges, replace mat boards, etc. 
-construct temporary walls, pedestals, cabinets, display mounts, trim work, crates, cases 

 Rent or purchase special equipment, as needed.  

 Correspond with artists, collectors, and/or institutions for loans and shipping arrangements. 

 Obtain/provide information for special installation instructions for all artworks including 2-D, new 
media, sculpture, and installations and share with other departments, as needed. 

 Manage inventory of exhibition-related equipment, including pedestals and other materials for 
museum display, hardware and packing material 

 As needed, identify and engage outside vendors for assistance with rigging, packing, crating, and 
shipping. 

 Order and install all required lamps as determined by specified light level requirements.  

 Coordinate and act as the liaison with all venders and fabricators for various projects for the 
Museum (Thorne Rooms, wall cases, etc.)  

 
Oversee the movement of art work: 

 Provide direct oversight in the handling, packing, movement, and inspection of all objects entering or 
leaving establishment. 

 Consult/collaborate with other personnel to develop and initiate most practical methods of packing 
and shipping fragile or valuable objects. 

 Assist with the set-up of A.V. equipment for art installations, including power amps, digital video 
projectors, and different computer platforms (Mac and PC). 

 Pack and crate artwork as needed for shipping type and destination.  
 
Oversee maintenance of art storage and preparation spaces: 

 Clean and re-organize the prep room and temporary storage room between installations. 

 Work closely with Exhibitions Manager to plan for future exhibition needs including display furniture, 
hardware, lighting, installation supplies, and re-order when necessary. 

 
Oversee routine maintenance of art work on view: 

 Conduct weekly cleaning of galleries (dusting, cleaning plexi vitrines, replacing bulbs, touch up 
painting) and at least quarterly cleaning of the Cycle of Life installation. 

 Clean, wax and maintain outdoor sculptures, and check stability of base/anchoring.  
 



Other: 

 Aid maintenance department with certain tasks that require additional labor (hanging banners, 
servicing HVAC intake and exhaust grates, etc.). 

 
 
Qualifications: 
 

General requirements: 
 

 Ability to handle heavy, delicate, and valuable works of art in all media with extreme care. 

 Organized, self-directed, and detail oriented. 

 Associate degree from an accredited college or university with major course work in Art, Fine Arts, 
Museum Studies or a related field. 

 Previous gallery or museum experience preferred 

 Hold a valid driver’s license 
 

Must have knowledge of: 
 

 exhibition preparation, crating, carpentry and fabrication. 

 art storage, movement, and display methods, techniques, and procedures 

 standard tools, practices and methods used in painting, rough and finish carpentry as well as cabinet 
work, and the use of different materials such as various kinds of lumber, fabrics, plastics, mechanical 
fasteners and adhesives. 

 lighting techniques in a gallery setting. 

 picture framing and hanging. 
 

Must be able to: 
 

 work under the pressure of deadlines. 

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

 communicate in English, both verbally and in writing. 

 take initiative. 

 operate power tools, woodworking and painting equipment, fork lift safely. 

 determine labor, equipment, and material costs on projects and track/manage budgets and 
expenditures. 

 package products for shipping/delivery. 

 handle and install works of art in all media. 

 help solve construction and display problems. 

 be flexible in context of changing schedules and designs. 

 work with a wide range of art objects in different media (including electronic media). 
 
 
 
If interested, send cover letter and resume to KMA Curator Stephen Wicks at swicks@knoxart.org 


