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REGISTRAR, MUSIC AND ART
Position Description

[bookmark: _Hlk165284279]Collections and Exhibitions
The purpose of Collections and Exhibitions is to enrich and inspire diverse audiences through the understanding and enjoyment of the performing arts and its place in Australia’s cultural and social history.
The objectives of the Business Unit are:
· To be Australia’s leading museum for the performing arts and create a world class venue to showcase the Australian Performing Arts Collection.

· To demonstrate excellence in the care, development, preservation, documentation, and display of the Australian Performing Arts Collection and the Public Art Collection.

· To provide our audiences with meaningful experiences through dynamic exhibitions and public programmes, and innovative digital engagement.

· To recognise and celebrate our diverse communities and their role in the visual and performing arts.

· To support contemporary practitioners through active collecting, exhibiting and commissioning.


The Position

The role is responsible for developing and maintaining the official record of Arts Centre Melbourne’s Music and Art Collections within the State Collection of the Performing Arts and Public Art Collections. The role also manages and documents Music and Art Collection objects selected for Arts Centre Melbourne exhibitions, including touring and other access programs.

	Type
	Full Time

	Reports to
	Collections Manager

	Direct Reports
	N/A

	Salary/Hourly Rate
	ACM Enterprise Agreement 2022 Band 3.2 

	Key Relationships
	Internal: ACM Collections and Exhibitions team, Presenter Services team, IT Services team, Facilities team, Finance team, Marketing team, Reimagining team, Philanthropy team, Strategy, Advocacy and Partnerships team, Security team, Risk & Compliance team External: Contractors, regional, national and international cultural organisations, Creative Victoria and other relevant government and professional bodies, researchers, collection stakeholders, digital networks, Victorian Managed Insurance Authority (VIMIA)


	Delegation
	N/A

	Location
	Arts Centre Melbourne premises (subject to potential relocation)

	Other 
	Satisfactory completion of a National Police Check required
You will hold valid working rights in Australia (subject to verification)


	Last Reviewed
	March 2026



	In the position you will
Accountabilities:
· Actively contribute to the success of the Performing Arts Division and Arts Centre Melbourne.
· Initiate, develop, perform and manage best practices required for the acquisition, registration, condition reporting, digitisation, preventive conservation, handling, rehousing, storage, location tracking, audit and transport of Music and Art Collections including managing any backlog projects, according to defined standards, procedures and style guides.
· Manage aspects of ACMs Exhibition program, including physical handling, packing/unpacking, mounting, documentation, loans, installation and de-installation, freight, security, and risk management for collection objects, audio-visual equipment and hardware.
· Attend exhibition project team meetings and perform associated documentation including condition reporting and tracking. Provide authoritative advice on issues associated security and handling, display and transport of the Music and Art Collections.
· Perform risk assessments to minimise damage associated with the agents of deterioration with respect to the preservation, handling, storage, display and transport of the Music and Art Collections.
· Develop and manage a program of exhibition maintenance and cleaning for hardware, audio-visual and objects related to the Music and Art Collections.
· Contribute to advice on prospective acquisitions in conjunction with Conservators, Curators and Collections Manager, attend pending acquisition meetings as required. Ensure Music and Art Collection acquisitions are suitably treated before entering the stores and are suitably location tracked with all metadata captured.
· Ensure priority registration projects are completed according to work planning.
· Manage and perform the digitisation of the Music and Art Collections as required during new acquisition, exhibition and backlog registration projects using the latest technology and methods.
· Contribute to the Storage Master Plan with respect to the storage of the Music and Art Collections.
· Contribute to the Preservation Management Plan with respect to the Music and Art Collections.
· Manage the logistics and location tracking associated with the storage, retrieval and display of the Music and Art Collections and associated hardware.
· Manage volunteer and student intern projects associated with the Music and Art Collections.
· Contribute to the development of overall operating procedures and systems for the management of Arts Centre Melbourne collections.
· Develop and maintain effective working relationships and strong partnerships with a broad range of key internal and external stakeholders including other national and international collecting institutions and content providers.
· Comply with ACM policies and procedures and relevant legislation and regulations.

Decision making: 

· Be under supervision of the Collections Manager
· Provide and receive guidance and support from the Collections Manager in decision making to achieve the accountabilities listed above.
· Make operational decisions within scope of position.
· The position provides authoritative advice on registration, digitisation, handling, transport, lending, display and storage of the Music and Art Collections.
· The role develops strategies in association with the Collections Manager to establish documentation and program initiatives to identify, prioritise and manage the registration of collection material.
· In collaboration with the Collections Manager the position develops and modifies operational procedures and consults with senior staff and peers.

Systems: 

· Axiell EMu
· Microsoft Office package
· Adobe Acrobat package
· Photography and scanning software

Working environment/physical requirements: 

· This position involves office-based workstation activities, including operating a computer, scanners and digitisation equipment. 
· The position will require physical ability to work on a wide variety of objects, reach above shoulder and below knee height, remove and return boxes and objects from shelving, push trolleys between Arts Centre Melbourne buildings in St Kilda Road precinct and with appropriate training, willingness to use other materials handling equipment such as pallet jacks and automated box-lifters. 
· Work at offsite storage venues in North Melbourne and Laverton from time to time.
· Work in an underground office environment.
· Be required to be on site/attend events outside work hours from time to time.
· Work hours in accordance with your employment type and the ACM Enterprise Agreement 2022.




SELECTION CRITERIA
	
Your qualifications and experience
· A tertiary qualification and/or post graduate qualification in Museum Studies or an equivalent qualification.


	Your skills and attributes

Essential:
· Proven experience with and understanding of current technology, operating systems and applications; and the demonstrated ability to learn and apply new technology and systems, including upgrades and changes, within a reasonable timeframe.
· Demonstrated experience in the area of collections management, and in particular, the processes and procedures involved in acquisition, registration, digitisation, condition reporting, preventive conservation, collection handling, rehousing, storage, loans, location tracking and transport.
· Demonstrated experience in exhibition projects including advising, performing, managing and delivering best practice documentation, location tracking, security, handling and transportation, loans and insurance, installation and display requirements, budgeting and multi venue tour requirements.
· Demonstrated experience in project management, organisation and planning skills; proven ability to manage competing deadlines, work on multiple projects simultaneously and deliver projects to tight deadlines and within budget.
· Extensive knowledge and demonstrated experience of national and international principles, practices, standards and ethics relating to the documentation, management and exhibition of cultural collections.
· Demonstrated experience, competency and understanding of contemporary computer systems such as MS Office suite, collection management and location software such as EMu and digitisation software and equipment such as the Adobe suite, flat bed and film scanners and digital SLR cameras.
· Excellent interpersonal and communication skills including written and oral, in relation to liaising, influencing, consulting, collaborating and reporting with senior management, peers, reports, donors, and other related external contacts.
· Demonstrated experience with performing risks assessments, meeting compliance with policies and developing innovative processes and procedures.

Desirable:
· Sound knowledge of Australian performing arts history and practice and its associated material culture.
· Current driver’s licence



	Your capabilities
· Change Agility – you work well in an environment characterised by high levels of change: adapting, learning and applying skills quickly.
· Sustainable Creative Practice – you create and choose from a number of strategic options and make decisions to deliver the most impactful strategic outcome.
· Collaboration – you work with others to achieve outcomes – involving the right skill, perspectives, abilities and expertise.
· Accountability – you achieve required goals and outcomes both personally and for the organisation.
· Coaching – you continuously develop yourself and others.
· Being Inclusive – you act in a way that is inclusive and provides an environment of access and equity


	You demonstrate our values
· Leadership 
· Accountability
· Creativity 
· Equity & Inclusion
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