
 

 

 
JOB DESCRIPTION – LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT  

 
 
JOB TITLE: Gallery Services Manager 
 
EXEMPTION STATUS: Exempt 
 
JOB CATEGORY: Officials and Administrators 
 
BARGAINING UNIT: Supervisor 
 
GENERAL SUMMARY: 

Under the intermittent direction of the Community Engagement Director, provides strategic 
leadership, staff supervision, and operational oversight for the Gallery Services Department. 
This position oversees a systemwide network of gallery spaces, administers an extensive 
annual exhibition program, manages the Library District’s substantial permanent art collection, 
and directs visual arts programming that serves a large and diverse public audience. The 
manager also ensures departmental activities support the Library District’s mission, community 
engagement priorities, and organizational objectives.  

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

1. Performs supervision of assigned staff and volunteers including but not limited to: 

a. Performance Coaching & Management 

b. Career Counseling & Development; and 

c. Conflict resolution. 

2. Establishes department goals, objectives, and performance standards; monitors 
progress and ensures alignment with Library District priorities. 

3. Develops and administers the Gallery Services department’s annual operating budget. 
Manages purchasing authority and financial oversight of department resources. 

4. Plans, curates, and schedules exhibitions across multiple Library District gallery spaces 
to support a high-volume, year-round exhibition program. 

5. Ensures professional standards for the safe handling, transportation, installation, and 
deinstallation of artwork, and coordinates with General Services staff to maintain gallery 
spaces to professional exhibition standards. 

6. Designs and implements visual arts programming, including educational initiatives, 
public workshops, artist residencies, lectures, competitions, and festivals. 

7. Administers the Library District’s permanent art collection, including acquisitions, 
donations, cataloging, inventory control, artwork placement, conservation, storage 
oversight, and insurance coordination. 



 

 

8. Oversees accessioning and deaccessioning processes and leads the Arts Advisory 
Committee in accordance with established policies and professional guidelines. 

9. Administers documentation and record‑keeping standards for gallery operations and the 
permanent collection, including exhibit agreements, scheduling documentation, artwork 
inventories, and collection‑care records. 

10. Prepares and submits reports, statistics, and operational assessments related to 
exhibitions, programming, collection activity, and departmental operations. 

11. Develops and maintains relationships with a broad network of artists, cultural 
organizations, educational institutions, nonprofits, community partners, and other 
stakeholders to support and expand visual arts programming; coordinates with Library 
District departments to support Gallery Services operations. 

12. Represents the Library District at community events, exhibition openings, public 
programs, and arts-related meetings; prepares and reviews marketing and promotional 
materials in collaboration with Marketing and Public Relations staff; delivers public 
remarks, presentations, and interviews on behalf of the Gallery Services Department. 

13. Monitors compliance with all federal, state, and local laws, regulations, codes, best 
practices, and Library District policies and procedures. 

14. Performs other duties as assigned. 

CORE COMPETENCIES: 

• Customer Service 

• Strategic Leadership 

• Art Curation and Exhibition Management 

• Collection Stewardship 

• Educational and Artistic Programming 

• Public Service Ethics 

• Community Engagement 

• MS Office 365 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

• EDUCATION:  

Required: Bachelor’s degree in visual fine arts, museum studies, arts administration, art 
history, or a closely related field. 

Preferred: Master’s degree in museum studies, arts administration, art history, visual 
fine arts, or a closely related discipline. 

• EXPERIENCE:  

Required: Three (3) years of progressively responsible experience in gallery, museum, 
or cultural arts administration, including exhibition planning.  



 

 

Preferred: Five (5) years of experience in visual arts administration, including 
supervisory responsibility, program development, and management of gallery or 
museum operations; experience with art collection oversight, including cataloging, 
placement, conservation coordination, or related museum/gallery practices 

• License or Certification:  

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

Preferred: N/A 

• 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: 

• Knowledge of visual art history, exhibition techniques, and professional standards for 

display across diverse mediums. 

• Knowledge of cataloging, inventory control, preventive conservation, storage practices, 

and ethical guidelines for permanent art collections. 

• Skill in designing and delivering visual arts programming, public presentations, 

workshops, and educational initiatives. 

• Ability to safely install artwork, operate tools and equipment, and apply layout, 

placement, and environmental considerations in gallery settings. 

• Ability to conduct research, prepare written materials, deliver oral presentations, and 

communicate effectively with staff, artists, partners, and the public. 

• Ability to coordinate complex schedules, manage multiple concurrent projects, exercise 

independent judgment, and maintain confidentiality. 

 

DEVELOPED:   July 1, 1995 

UPDATED:  September 9, 2026 

 


