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CITY OF OAKLAND

Oakland Public Library

Financial and Administrative Services Office

Gene B. Tom, Chief Financial Officer

MUSEUM PROJECT COORDINATOR

Last Revised: July 2004

DEFINITION
To plan, produce and evaluate a variety of special projects including program development, contract administration and budget development and administration; and to supervise assigned staff and outside contractors.

SUPERVISION RECEIVED AND EXERCISED 

Receives general supervision from Chief Curator, Senior Curator or other management staff.

May supervise contract and assigned City staff. 

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Develop goals, timeline and budget for the implementation of special projects.

Plan, organize, assign, coordinate, review and participate in the project development and production.

Develop and administer budgets and grants; approve payment to contractors and consultants; serve as liaison to Finance department.

Research potential exhibit fabricators and general contractors for services needed.

Prepare Requests For Proposals (RFP).

Prepare, negotiate, administer and monitor contracts.

Facilitate interactions between the project staff and City staff.

Prepare and manage all change orders and requisitions.

Perform related duties as assigned.

QUALIFICATIONS

Knowledge of:
Principles and practices of project management.

Contract development, negotiation and administration.

Budget preparation and monitoring principles.

Principles of museum exhibition development.

Budget development and administration.

Principles, practices and methods of administrative and organizational analysis.

Application and implementation of computer systems.

Ability to:
Plan, organize, coordinate and evaluate a project.

Establish, evaluate and implement administrative/operational policies, practices and procedures.

Negotiate and administer a variety of administrative contracts.

Coordinate services between city staff and contract employees.

Prepare and administer a project budget.

Prepare reports of a general or technical nature.

Analyze and solve problems.

Communicate effectively and persuasively in both oral and written form.

Establish and maintain effective work relationships with those contacted in the performance of required duties.

EXPERIENCE AND EDUCATION
Any combination of experience and education that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience: Three years of progressively responsible experience in  project management or administrative work including one year in a lead capacity.

Education:
Bachelor's degree from an accredited college or university in public administration, business administration or related field.

LICENSE OR CERTIFICATE
None required.
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