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Installation and Exhibition Coordinator 
The Madison Museum of Contemporary Art (MMoCA) is an independent organization that exhibits, collects, 
and preserves modern and contemporary art to provide transformative experiences that educate, reflect, 

and inspire us as individuals and a community. Reporting to the Director of Curatorial Affairs and the 
Director of Installations and Facilities, the Installation and Exhibition Coordinator works across a variety of 
departments, including installation, curatorial, education, and permanent collection, in the coordination of 
all Museum exhibitions. 

 

Essential Duties and Responsibilities 

 Work with the Director, Curators, Registrar, and Installation team to assure that works of art are 

packed, shipped, received, prepared, and installed in a timely and efficient manner. 

 Coordinate various aspects of borrowing objects including exhibition contracts, loan agreements, 
incoming and outgoing receipts, and incoming and outgoing condition reports. 

 Manage shipping and delivery of art objects.  

 Update inventories and documentation related to exhibitions.  

 Handle routine correspondence relating to exhibitions, including letters to artists, collectors, 

museums, and galleries.  

 Make all travel arrangements for visiting artists and technicians. 

 Under the supervision of the Director of Installations and Facilities, implement exhibition change-outs 
and assist with care and maintenance of permanent collection and loaned artwork. 

 Collaborate with the curatorial and registration team in the planning, preparation, design, installation, 

and de-installation of museum exhibitions using a high level of organization, communication, and 
time management skills to ensure that all American Alliance of Museums, Association of Art Museum 
Directors, and museum industry and preventative conservation standards are met. 

 Prepare galleries for installations, including wall and floor preparation, moving walls, lighting design 
and implementation, fabricating and installing exhibition components (cases, mounts, etc.), matting 
and framing of artwork, and production and installation of exhibition labels and graphics. 

 Work with a team on the installation and de-installation of all artwork, including but not limited to, 2-

D, sculpture, digital media, multimedia, immersive environments, and electronics (film, computer, 
audio video, etc.). 

 Supervise temporary art handling staff during exhibition installations, ensuring they are maintaining 

the highest standards in the field as well as adhering to all safety protocols. 

 Move and document in database movement of artwork, including receiving, packing/unpacking, 

shipping, storage, and occasionally transporting artwork. In conjunction with the registrars, 
researches and implements storage and movement methods within the building, to and from the 
museum, and between offsite locations in keeping with best practices and industry standards. 

 Coordinate venue maintenance as relates to the artwork, including cleaning of gallery displays and 

equipment, daily inspections, reporting/follow-up on maintenance needs, and monitoring of 
environmental or related conditions as required. 

 Help maintain and manage the carpentry workshop, tools, and inventory, and ensure regulatory 

standards are met. 

 Fabricate exhibit components from wood using a variety of hand/power tools and machines. 

 Capable of operating machinery and installing large and/or heavy objects. 

 Contribute to text/graphics, signage, labels, cleaning, painting, lighting, and mounts. 

 Perform weekly exhibition related inspections, repairs, and maintenance, or as they arise. 

 Assist with AV components. 

 Contribute to MMoCA's initiatives to expand and advance diversity, equity, accessibility, and 

inclusion. 

 Help staff Art Fair on the Square as needed, alongside other MMoCA colleagues, for the Art Fair 
weekend in July. Help set-up all MMoCA related events. 

 

Qualifications (Education, Experience, Skills, Certifications, Licenses) 

● BA or BFA in the appropriate field and a strong interest in contemporary art and its place in 



community life. 

  At least one year of art handling, exhibition, and installation experience in an art museum, gallery, or 

studio setting is required. 

 Proficient use of hand and power tools and the ability to identify installation/construction hardware 

 Knowledge of professional museum standards for art handling and collection care procedures is 

required 

 Ability to squat, kneel, lift (70 pounds on a weekly basis), and climb 

 Ability to establish and maintain positive working relationships with others, both internally and 
externally 

 Strong work ethic, and ability to work efficiently, and to work independently and in a team 

 Availability for occasional evenings and weekends for installations  

 Knowledge of the design and construction of museum exhibitions 

 Ability to climb ladders, handle power tools, and exercise good judgment 

  

 Basic computer experience including MS Office programs and Museum art database systems 

 Excellent organization skills, trustworthy, and reliable 

 
stated values 

 Aptitude to be ap

initiatives regarding diversity, equity, accessibility, and inclusion 
 

Work Environment and Job Specifications  
The work environment and job specifications listed below are representative of those that must be met by 

an employee, with or without accommodations, to successfully perform the essential functions of this job. 

 Perform work in an office environment  

 Requires ability to lift and carry objects/equipment weighing up to 70 pounds. 

 Operate at heights, using ladders, hydraulic lift, and scaffolding.  

 Bending, kneeling, standing, walking, and climbing. 

 Ability to work in a shop environment, which includes exposure to dust/wood particles, paints, 
adhesives, loud noise, and low/high voltage electrical hazards. 

 Frequently move around the facility and access or use computers, office equipment, telephone, and 

any other pertinent supplies, space or equipment used to perform the duties of the position. 

 Work with frequent interruption. 

 Travel occasionally for events, meetings, etc. 

 

Salary | $36,000 

Full-time, exempt, benefits eligible 
 

How to Apply 
Submit resume to hr@mmoca.org 

Application deadline is July 22, 2022 
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