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MEMORANDUM
HUMAN RESOURCES

TO:

Board of Supervisors

FROM:

Lori Walsh, Human Resources Director

SUBJECT:

Creation of the Museum Curator-Supervising Classification and
Abolishment of the Museum Program Manager Classification

DATE: January 24, 2017

ACTION REQUESTED

Adopt an ordinance, introduced January 10, 2017, amending the un-codified Schedule of
Classifications and Compensation Ordinance and the un-codified Allocation of Positions to
Departments Ordinance regarding the creation of a new Museum Curator-Supervising
classification specification with a salary grade GNRL 83 ($4,376.62 - $5,308.87 per month), and
abolishing the Museum Program Manager classification.
BACKGROUND

On November 14, 2016, the Placer County Civil Service Commission approved the creation of a
new Museum Curator-Supervising classification with a salary grade GNRL 83 ($4,376.62 $5,308.87 per month). The CSC also approved the abolishment of Museum Program Manager
classification.
BASIS FOR RECOMMENDATION

The Department of Public Works and Facilities' Museums Division operates seven museums,
an Archive and Collections Facility, and an Exhibit Shop, with the mission of increasing public
awa~eness and preserving the County's rich history. The Museums Division is expanding its
presence in the community to make its museums and programs a key destination point and
attraction for both residents and visitors. To this end, the Division has identified the need to
restructure its staffing and organization starting with the creation of a new Museum Curator Supervising classification.
The Museums Division is comprised of seven permanent employees, two of which are currently
designated as management. With the recent promotion of the current Museum Program
Manager to the position of Museum Administrator, the Museums Program Manager position
became vacant, providing an opportunity to explore service delivery, organizational needs,
updating workflows and processes. As a result of this evaluation, it was recommended that the
budget and fiscal duties be transitioned from the Museum Program Manager to the Museums
Administrator, recognizing that the relatively small size of the Museum Division does not require
two managers to perform this function. In addition, there is a more immediate need for day-to-
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day operational oversight of the division that would be more appropriately assigned to a
supervisory level Museum Curator. Since the primary job functions of the position are more
consistent with a supervisory level, creating a new Museum Curator- Supervising classification
to replace the existing Museum Program Manager vacancy will allow the Division to satisfy
critical needs in the day to day supervision of the unit and will provide an increased capacity to
expand museum programs and the volunteer program.
As indicated in the attached job specification, the Museum Curator-Supervising position will
plan, organize, direct, evaluate and supervise the activities of staff and volunteers in caring for
and interpreting objects belonging to or on loan to the County's Museums. The Museum
Curator-Supervising position will also coordinate and oversee the volunteer program and
administer the most difficult and complex museum projects and program areas. The position
requires three years of increasingly responsible experience in archives, collections, education,
cultural resources or general museum duties, and the minimum training requirement is the
equivalent to a Bachelor's degree from an accredited college or university with major course
work in museum studies, history, art, anthropology, sociology, the humanities or related field .
The salary placement is approximately 20% above the Museum Curator, consistent with the
scope and level of work to be performed as well as ensuring appropriate internal alignment.
The Business Agent for Local 39, the County Executive Office, and the Department of Public
Works and Facilities concur with this recommendation .
FISCAL IMPACT

Funding for the Museum Curator-Supervising position salary ($63,076) is included in the
Department of Public Works and Facilities' FY 2016-17 Final Budget.
ATTACHMENTS

Attachment A - Ordinance
Attachment B- Museum Curator-Supervising Classification Specification
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Before the Board of Supervisors
County of Placer, State of California
In the matter of: An ordinance amending the
un-codified Schedule of Classifications and
Compensation Ordinance and the un-codified
Allocation of Positions to Departments
Ordinance related to the Department of Public
Works and Facilities.

Ordinance No.: - - - - Introduced:

The following Ordinance was duly passed by the Board of Supervisors of the County of
Placer at a regular meeting held_ _ _ _ _ _ _ _ _ _ _ , by the fqllowing
vote on roll call:

Ayes:
Noes:
Absent:

Signed and approved by me after its passage.
Chair, Board of Supervisors

Attest:

Clerk of said Board
THE BOARD OF SUPERVISORS OF THE COUNTY OF PLACER, STATE OF
CALIFORNIA, DOES HEREBY ORDAIN AS FOLLOWS:
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The un-codified Schedule of Classifications and Compensation Ordinance and the un-codified
Allocation of Positions to Departments Ordinance are hereby amended as follows: (Additions to
ordinance shown in bold and underline, deletions shown with strike-through.)
Section 1. That the un-codified Schedule of Classifications and Compensation Ordinance is
hereby amended to read as follows :

ADMIN
CODE

CLASSIFICATION TITLE

SALARY PLAN APPENDIX

GRADE

14785

Museum Curator-Su~ervising

GNRL

83

~

M~se~m

MNGT

406

F2FGQFam MaRageF

Section 2. That the un-codified Allocation of Positions to Departments Ordinance is hereby
amended to read as follows:
Department of Public Works
and Facilities

Section 3.
adoption.

Ml:lsel:lm F2FagFam MaAageF

--1-Q

Museum Curator-SuQ!rvising

(t-1

That this ordinance shall be effective the first day of the pay period following

Section 4 . That this ordinance amendment is adopted as an un-codified ordinance.
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PLACER COUNTY
January 2017

MUSEUM CURATOR- SUPERVISING
DEFINITION
To plan, organize, direct, evaluate and supervise the activities of professional and administrative staff
and museum volunteers in caring for and interpreting objects belonging to or lent to the County
museums; to perform a variety of professional and technical tasks relative to assigned area of
responsibility; coordinate and oversee volunteer programs; and to oversee and administer the most
difficult and complex museum projects and program areas as assigned.

DISTINGUISHING CHARACTERISTICS
The Supervisor level recognizes positions that perform full, frrst-line supervisory responsibilities including
planning, assigning and evaluating the work of subordinates and are responsible for a program area within a
work unit or department and at multiple sites.
This class is distinguished from the Museums Administrator classification in that the latter provides fulltime line and functional management responsibility for a division or program area within a department.

SUPERVISION RECEIVED AND EXERCISED
Receives general direction from management staff.
Exercises direct supervision over assigned professional, technical and/or clerical personnel.

EXAMPLES OF ESSENTIAL DUTIES -Duties may include, but are not limited to, the following:
Direct, supervise, monitor, and review the work of assigned professional, technical, and clerical staff
and volunteers consistent with the Museum Division's work plan; monitor work flow; revtew,
implement and evaluate work products, methods, and procedures.
Select, train, motivate and evaluate assigned divisional personnel; provide or coordinate training;
conduct performance evaluations for assigned staff; implement discipline procedures; maintain
discipline and high standards necessary for the efficient and professional operation of the Museum
Division.
Participate in the development, planning, and implementation of Museum Division's goals and
objectives; recommend and administer policies and procedures as necessary and upon request; conduct
research and provide input regarding administrative needs and existing systems/processes.
Participate in the planning, coordinating, and monitoring of a variety of Museum Division's programs
such as volunteers, publicity, exhibits, and education.
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PLACER COUNTY
January 2017
Evaluate operations and actlvttles of assigned responsibilities; recommend improvements and
modifications; prepare various reports on operations and activities.
Conduct research and prepare correspondence, reports, studies, and other documentation as necessary
and upon request.
Answer questions and provide information to the public; investigate complaints and recommend
corrective action as necessary.
Build and maintain positive working relationships with co-workers, other County employees and the
public using principles of good customer service.
Maintain awareness of and participation in external professional environment and resources to ensure
the highest level professional standards are applied to service delivery within the Museum Division.
Represent the Museum Division to the public as well as other County employees and managers in a
positive and productive manner.
Serve as a positive and motivational team leader as well as a positive and effective team member.
Perform related duties as assigned.

MINIMUM QUALIFICATIONS
Knowledge of:

•
•
•
•
•
•
•
•
•

Principles and practices of public administration and principles of organization, supervision,
and staffing.
Principles and practices of professional museum work as it applies to archives, collections,
education and/or cultural resources.
Computer software, including word processing, spreadsheet, presentation and database
applications.
English usage, spelling, punctuation and grammar.
Pertinent local, state and federal laws, guidelines, and regulations.
Basic principles and practices of County-wide operations as well as the County's
administration and organizational structure.
Computer systems and applications.
Principles and practices of supervision, training, and performance evaluation.
Basic office practices, procedures and equipment.

Ability to:

•
•

Organize, coordinate and supervise the work of staff and volunteers in the development and
implementation of museum educational programs.
On a continuous basis, interpret and evaluate staff reports; understand and apply laws,
regulations and codes; observe performance and evaluate staff and volunteers; problem solve
division related issues; remember various rules and interpret policy relevant to division's
needs.
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•

•
•
•
•
•
•
•
•
•
•
•

On a continuous basis, sit at desk and in meetings for long periods of time. Intermittently
twist to reach equipment surrounding desk; perform simple grasping and fine manipulation;
use telephone, and to communicate through written means.
Administer policies, guidelines, and procedures.
Read, analyze, evaluate and summarize written materials and statistical data.
Apply the principles and practices of motivation, team building and conflict resolution.
Assist in negotiating agreements between differing individuals and groups.
Perform basic and fundamental mathematical and statistical calculations accurately.
Analyze problems, identify alternative solutions, project consequences of proposed actions,
and implement recommendations in support of goals.
Gain cooperation through discussion and persuasion.
Supervise, train, and evaluate staff and volunteers.
Communicate clearly and concisely, both orally and in writing.
Work with various cultural and ethnic groups in a tactful and effective manner.
Establish and maintain effective working relationships with those contacted in the
performance of required duties.

Experience and Training
Any combination of experience and training that would provide the required knowledge and abilities
is qualifying. A typical way to obtain the required knowledge and abilities would be:

Experience:

Three years of increasingly responsible experience in archives, collections, education,
cultural resources or general musewn duties, including one year of functional and technical
lead and/or supervisory responsibility.

Training:
Equivalent to a Bachelor's degree from an accredited college or university with major
course work in musewn studies, history, art, anthropology, sociology, the hwnanities or
related field.
License or Certificate:

May need to possess a valid driver's license as required by the position. Proof of
adequate insurance and medical clearance may also be required.
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