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Las Vegas-Clark County

FREE TO BE
JOB DESCRIPTION - LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT
JOB TITLE: Gallery Services Assistant
EXEMPTION STATUS: Non-Exempt
JOB CATEGORY: Administrative
BARGAINING UNIT: Non-Supervisory

GENERAL SUMMARY:

Under the supervision of the Gallery Services Manager, performs specialized technical,
administrative, and customer-service functions in support of the Las Vegas-Clark County Library
District’s (Library District) art exhibitions, visual arts programming, and permanent art collection.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

1. Coordinates exhibit materials, deliverables, and events; guides stakeholders through the
exhibition process; manages logistics for artwork transport, installation, receptions, and
special events; ensures all necessary tools, materials, supplies, and vendor services are
in place.

2. Hosts gallery receptions and special events, including setup, event operation, and
breakdown.

3. Performs a variety of administrative and record-keeping tasks, including updating
spreadsheets, archiving materials, maintaining statistics, filing insurance documents,
preparing signage and labels, supporting basic website updates, and assisting with
supply tracking and replenishment.

4. Performs exhibit installation and light gallery maintenance, including framing and
hanging artwork; measuring; sanding and painting; moving, assembling, and
disassembling display systems; operating hand and power tools, and maintaining daily
upkeep of gallery equipment and supplies.

5. Assists with the safe handling, transportation, storage, and installation of artworks
owned by or on loan to the Library District, in accordance with established procedures
and professional standards.

6. Provides information to and coordinates activities with staff, exhibitors, vendors,
community partners, library customers, and other stakeholders.

7. Operates District vehicles to transport artwork, materials, and equipment as required.

8. Performs other duties as assigned.
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CORE COMPETENCIES:

e Customer Service

¢ Microsoft Office 365

e Art handling

o Record-keeping and report generation

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:
e EDUCATION:

Required: High School Diploma, GED, or equivalent, along with some coursework in
fine arts, art history, or museum studies.

Preferred: N/A
e EXPERIENCE:

Required: One (1) year of administrative experience, and gallery or museum experience
with art care and installation.

Preferred: N/A
e License or Certification:

Required: Possess, or have the ability to obtain, a valid Nevada Driver’s License at the
time of hire.

o PHYSICAL REQUIREMENTS: Essential and marginal functions may require
maintaining a physical condition necessary for the regular, and at times sustained,
performance of heavier physical tasks such as walking over rough or uneven surfaces;
bending, stooping, working in confined spaces, climbing ladders, and lifting, carrying, or
moving moderately heavy (20 - 50 pounds) items and occasionally very heavy (100
pounds or over) items; the complex operation of gasoline, electric, or diesel-powered
machinery or shop equipment requiring the manipulation of multiple controls, fine
adjustments or both; or the sustained operation, of such devices associated with
equipment used to perform tasks required of the position.

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES:

e Knowledge of basic art history and art mediums.
o Knowledge of visual display elements and design.
¢ Knowledge of correct English usage, spelling, punctuation, and grammar.

¢ Ability to communicate clearly and concisely, both orally and in writing, and to understand
and follow oral and written instructions.

o Ability to work independently and as part of a team.
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