[image: ]JOB POSTING: COLLECTIONS & EDUCATION ASSISTANTU’mista Cultural Society

P.O. Box 253, Front Street, Alert Bay, BC, CANADA, V0N 1A0
Phone: (250) 974-5403  Fax: (250) 974-5499 
E-mail: director@umista.ca    www.umista.ca

(1 year contract)
ABOUT U'MISTA CULTURAL CENTRE
U’mista Cultural Centre is one of Canda’s longest operating Cultural Centre’s. Located in 'Ya̱lis (Alert Bay), BC, on the traditional territory of the Kwakwa̱ka̱'wakw peoples. Our mission is to ensure the survival of all aspects of the cultural heritage of the Kwakwa̱ka̱'wakw, including the repatriation and care of ceremonial belongings.
POSITION SUMMARY
U’mista Cultural Society is seeking a detail-oriented and culturally respectful Collections & Education Assistant to support the care, documentation, and accessibility of our permanent collection. Reporting to the Executive Director, this position will also maintain the day-to-day collections duties as necessary.
Employment Type: Full-Time, Temporary (1 year contract)
Location: Alert Bay, BC (on-site)
Reports To: Executive Director
Wage: $25.63 - $26.67 + MERCs
Hours: 35 Hrs/week – August 26, 2026 to August 27, 2027
KEY RESPONSIBILITIES
Collections Management
· Obtain approval from outside institutions and other rights holders on all materials for exhibition and educational uses, as necessary.
· Serve as liaison with outside institutions regarding information, materials, and approvals for projects organized by UCC.
· Work with the Collections Manager in the acquisition and accessioning of objects in the museum collection. 
· Work with Collections Manager and Director to develop and implement preventative conservation strategies 
· Specific duties include registration and cataloguing of museum objects, inspection of possible acquisitions, belongings (ancestor) research, answering inquiries relating to the collection, as well as some responsibility for the library and archival collections as well as administering personal regalia sign-outs.
· Attend departmental and other museum planning meeting as required or requested.
· Serve as a member of the project teams to develop and implement museum programs. 
· Be willing to attend evening functions and assist with the provision of appropriate equipment, furniture and refreshments for these events as required.
Educational Programming
· Planning, development and delivery of public events, guided tours, learning resources and programmes of engagement, striving for best practice and creative approaches 
· To assist with the education programme by the welcoming of school parties, managing their presence on the site, the delivery of educational workshops, and participating in outreach programmes for schools as required.
· Publicity and marketing of programmes tailored to specified audiences 
· Liaise with regional teachers to determine how UCC can support curriculum-based and cultural learning in schools and develop related programming
· To develop programmes of activities for family groups during school holidays and to assist with the promotion of these events.
· Consulting on and evaluating learning programmes and events, as well as actively seeking opportunities to disseminate project success stories in local, regional and national sector events and conferences 
· Consult with other heritage, cultural and community organisations to ensure best practice 
· Contribution of learning input into interpretation and scriptwriting for the exhibition, to include physical interactives and the development of ‘apps’ or other web-based content 
· To prepare and maintain equipment including replica items, and rooms for educational workshops.
· To maintain an accurate inventory and records relating to the supply of interpretation and educational resources to maintain appropriate supplies as required.
· Assist the Executive Director in drafting policies and procedures which relate to learning and audience development 
· Support the Executive Director and Collections Manager in producing publicity material including newsletters and Facebook page.
· Will contribute one article for each quarterly newsletter. 
· Develop, maintain, and implement an awareness of current best practice in physical and intellectual access for visitors with specific learning needs, disabilities or other requirements
· Answers information requests as assigned; uses the opportunity of an information request to provide a positive learning experience for the inquirer
Other
· To provide information to visitors and answer general enquiries regarding the building, its collections and current displays in a pleasant and courteous manner.
· To staff the gift shop, when necessary
· To undertake any other reasonable duties or training commensurate with the post.
· Additionally, there may be some occasions that you will be required to represent and/or work at UCC for evening, holiday and/or weekend functions and activities
QUALIFICATIONS
Required
· Bachelor’s degree, or equivalent experience, or enthusiasm for and commitment to upgrading education and museum-related training.
· Experience working in educational settings, especially with elementary school-aged children.
· Ability to interact positively and effectively with staff, volunteers, the school community and the public.
· Enthusiasm for cultural education.
· Desire and ability to become knowledgeable in all aspects of Kwakwaka’wakw culture; specifically, as it pertains to learning programs
· Demonstrated ability to work independently and collaboratively.
· Creative ability and attention to detail.
· Excellent oral and written communication skills.
· Ability to use a laptop computer and digital projector for presentations.
· Ability to use Microsoft Word, PowerPoint, and Excel.
· Ability to lift up to 50 lbs of equipment alone, and move it between locations 
· An understanding of the Kwak̕wala Speaking Peoples culture, language and history is necessary.  Experience working with and for a Kwakwaka’wakw community is an asset as is Kwakwaka’wakw ancestry.
· A combination of training, education and experience that is equivalent to the employment qualifications listed above and that provide the required knowledge and abilities.
 Preferred
1. Post-secondary coursework in museum studies, anthropology, history, or Indigenous studies
1. Previous experience in a museum, cultural centre, or gallery setting
1. Familiarity with collections management databases (Past Perfect, Mimsy, or similar)
1. Experience working with or for a Kwakwa̱ka̱'wakw community; Kwakwa̱ka̱'wakw ancestry an asset
1. Knowledge of Kwak̕wala language
1. Project coordination or project management experience
HOW TO APPLY
Applicants must submit a PDF or Word copy of their Resume and Cover Letter by email to:
director@umista.ca
Subject Line: Collections & Education Assistant_ [First Name Last Name]
Application Deadline: August 21, 2026 at 11:59 PM
We thank all applicants for their interest. Only those selected for an interview will be contacted. A combination of training, education, and experience equivalent to the listed qualifications may be considered.

The mandate of the U'mista Cultural Society is to ensure the survival of all aspects of the 
cultural heritage of the Kwakwa̱ka̱'wakw
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