
 
 
Assistant Registrar, Documentation 
Registration Department 
NGA Level 6 
Position No. 7212 
$79,368 - $91,741 pa 
Ongoing Vacancy 
 
The position 
This position is responsible for managing the daily operations of the National Gallery 
of Australia’s (NGA) computerised Collections Management System (CMS) and 
assists the Associate Registrar, Documentation and Storage with the strategic and 
policy development of the CMS. 
 
To be successful in this role, you will have experience working within a museum or 
gallery environment and well-developed skills in using computerised collection 
managements systems. Experience with EMu and report writing software such as 
Unix/Linux servers and Crystal Reports, or similar, is also required. 
 
You will be experienced in current registration and cataloguing practices and 
procedures and be across new and emerging technologies in the field. The capability 
to build solid networks and productive partnerships is also important in this role as 
are highly effective project management capabilities.  

 
This is a full-time, ongoing employment opportunity is available in the Registration 
Department, within the new Operations and Collection Care Portfolio.  
 
How to apply 
If you are interested in this role you must submit a current resume/CV, the NGA 
Personal Particulars form and a brief statement of claims addressing the selection 
criteria (1–2 pages), which details your skills, experience and qualifications which are 
relevant to this position. The job description and selection documentation are 
available below. 
 
Contact 
Further information about the position may be obtained by contacting Georgia 
Cunningham (02) 6240 6776 or georgia.cunningham@nga.gov.au. Please note that 
Georgia Cunningham is only available over Monday-Thursday. The Recruitment 
Officer may also be contacted on (02) 6240 6447. 
 
Closing date 
Applications close at midnight on Thursday, 20 February 2020 and should be 
emailed to recruitment@nga.gov.au.  
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Position Title: Assistant Registrar, Documentation 

Position Number: 7212 

NGA Level: NGA Level 6 

Department  Registration 

Portfolio: Operations & Collection Care 

Immediate Supervisor: Associate Registrar, Documentation and Storage 

Direct Reports: Collection Systems Officer x 2 

Position Location: NGA Parkes  

Requirements:  

 

Australian Citizenship  

Police Check  

 

 
About the NGA  

The National Gallery of Australia (the NGA) is one of Australia’s leading visual arts 
institutions. The NGA is based in Canberra and is a vital part of the Australian cultural 
landscape. The vision of the NGA is to develop and maintain a national art collection; exhibit 
and make available for exhibiting art from the national collection or in the possession of the 
NGA, and endeavour to make the most advantageous use of the national collection in the 
national interest. The NGA’s values include art for everyone, striving for excellence, creative 
engagement, courage and respect. 
 

Overview 

This position sits within the Registration Department and manages the daily operations of 
the Gallery’s Collections Management System (CMS) and assists the Associate Registrar, 
Documentation and Storage in the strategic and policy development of the CMS. 
 
Duty Statement: 

1. Provide advice and direction on best practice in collection documentation systems and 
processes.  Assist in the development of initiatives to enable access to information 
contained in the Gallery’s CMS. 
 

2. Manage the continued development and improvement of collection documentation by 
implementing procedures and programs to address new developments in standards and 
information needs in relation to the Gallery’s CMS and associated requirements 

 
3. Develop and maintain best practice documentation standards for works of art and 

related activities recorded in the Gallery’s CMS.  Edit data and generate reports as 
required. 
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4. Supervise, train and develop the team of CMS support staff, as well as NGA staff in all 
aspects of documentation in accordance with the Gallery’s purpose and values. 
 

5. Ensure on-going integrity and operation of the Gallery’s CMS including overseeing all 
system upgrades. Work with NGA ICT to ensure all servers meet CMS needs. 

 
6. Liaise with external contractors and Gallery staff to ensure the optimum functionality and 

best practice documentation related to the CMS.  
 
7. Other duties as required commensurate with your skills and abilities. 
 
Selection Criteria: 

1. Experience working in a museum or gallery environment with demonstrated experience 
in or high level awareness of contemporary registration practices, including an 
understanding of cataloguing procedures, preferably within a gallery environment. 
 

2. Demonstrated experience with collection management systems: preferably including 
experience with Unix/Linux servers, EMu, and Crystal Reports, along with other 
applicable computer applications. 
 

3. Demonstrated high level administrative and project management skills relevant to 
museums and galleries.   

 
4. A demonstrated ability to effectively communicate and negotiate with various 

stakeholders both within a cultural institution and with external stakeholders. 
 

5. Demonstrated ability to lead, train and work with people in a cooperative team 
environment. 
 

Qualifications, Certifications and Registrations  

- 
________________________________________________________________________ 

 
Work, Health & Safety Obligations 

The Assistant Registrar Documentation and Storage is required to ensure that they meet 
duty of care obligations as required under WHS legislation.  This is achieved by:  
 

• being accountable and taking ownership of health and safety matters within their 
control or ability to promote a culture of health and safety within the Gallery. 

 

• working with colleagues to enhance health and safety and ensure that it becomes a 
part of everyday Gallery business. 

_________________________________________________________________________ 
 
Note: In line with NGA recruitment practices you must hold Australian Citizenship and satisfy 
a police check. The requirement to hold Australian Citizenship may be waived under 
exceptional circumstances.  


