MILLS COLLEGE
ART MUSEUM

Art Museum Digital Collection Assistant

6-month Co-op position

With over 12,000 works of art from a diverse range of cultures and time periods, the collection at
Mills College Art Museum at Northeastern University spans centuries of art-making practices, from
the first century BC to the present, with significant holdings of prints and drawings, photography,
ceramics, textiles, Native American basketry, and early 20th-century California painting.

Working closely with the Art Museum staff, the Digital Collection Assistant will assist in digital
collections management and research. Working directly with artwork and archives, this position
will manage collection research requests, improve cataloguing information and update the
museum’s digital collection database, digitize collection objects and archival materials, and
produce digital content about the collection.

This role is perfect for gaining experience in art collection management, museum collection best
practices, archival work, digitizing, graphic design, and digital humanities.

Major Responsibilities:

e Participate in NAGPRA/CalNAGPRA process for Native American artifacts in the collection,
including preparing digital documentation and spreadsheets

e Collection database work (EmBARK)

e Assist with digitizing artwork and archival materials

e Assist museum staff in the production of collection related digital content for use on the
museum’s website and social media platforms

e Help create meaningful digital stories about our collection, including contributing to the
museum’s on-line collection blog

e Assist with research requests from the public, students, and faculty

Job Knowledge, Skills, and Abilities:
e Interestin museum collections and archives
e Interestin Native American cultural heritage
e Demonstrated computer proficiency
e Demonstrated graphic design skills
e Excellent verbal and written communication
e Ability to perform tasks independently
e Excellent attention to detail



