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POSITION DESCRIPTION 
Executive Director 

The Executive Director serves as the chief executive officer for the Museums of Historic Hopkinsville-
Christian County and is responsible for providing conceptual leadership and developing overall vision 
for the Museum’s future. S/he manages the professional and administrative staff and shares with the 
Board of Directors the responsibility for policy making, strategic planning, funding activities, and for 
defining the organizational structure. 

Objective: 

The Executive Director is a professional exempt staff position. 

Reports to: Board of Directors, Executive Committee 

Level of Responsibility: 

Supervisory duties: Supervises all staff and contractual workers 

Essential Functions & Board Priority: 

1. Leads strategic planning for long and short term objectives. Builds support for objectives with 
the Board of Directors, staff, stakeholders, patrons, and community. 

Leading Strategy 

2. Assures that strategic objectives align with the MHHCC mission and with American Alliance of 
Museum’s National Standards and Best Practices. 

3. Assures that the organization makes consistent and timely progress toward accomplishment of 
objectives. 

4. Develops and revises policies and core documents in conjunction with the Board of Directors. 
5. Serves on all Board committees. 

6. Prepares the annual budget, in conjunction with the finance committee, for the approval of the 
Board of Directors. 

Fiscal Management 

7. Pursues all appropriate revenue sources to maximize income. 
8. Makes efficient use of all financial resources including investment income. 

9. Plays primary role in raising funds for operations, improvements, and endowments. 
Fundraising 

10. Establishes and maintains contact with current and potential individual donors, businesses, 
foundations, and government agencies. 

11. Takes ultimate responsibility for professional practices that govern collections stewardship, 
interpretation, exhibition, publications, and public programming. 

Collections, Interpretation, and Education 

12. Works with collections staff and collections committee in the acquisition, disposal, loan, 
exhibition, and care of collections. 
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13. Oversees program and education staff in development of exhibitions and school and public 
educational programs. 

14. Ensures high standards of scholarship in all museum educational endeavors. 

15. Directs planning and execution of special events. 
Special Events 

16. Ensures that special events support the mission of the MHHCC. 

17. Manages regular cleaning, maintenance, and repairs to the building facilities. 
Facilities Management 

18. Oversees capital improvement projects. 

19. Manages the recruitment and selection process for new employees and has primary responsibility 
for firing employees (with approval from the Board of Directors). 

Personnel 

20. Conducts annual reviews of staff with the Executive Committee. 
21. Accountable for employment practices and the performance of the staff. 
22. Provides opportunities for continuing education for staff and board. 
23. Works with staff to ensure a respectful, productive, and committed work force. 

24. Promotes exhibits, events, programs, and other activities utilizing effective marketing 
techniques. 

Public Relations and Marketing 

25. Prepares and/or assists in the production and distribution of brochures and promotional pieces. 
26. Maintains all publications, websites, social media sites, and advertisements. 
27. Represents the Museum to the greater community at a local, state, and national level. 

28. Performs basic visitor services duties in absence of visitor services staff or volunteers. 
Visitor Services 

• A master's degree in Museum Studies or related field with 5 years’ experience in management 
preferred 

Qualifications and Essential Skills: 

• Has previous experience working with a Board of Directors and with managing a staff 
• Has demonstrated initiative in starting and accomplishing projects and in serving as the primary 

spokesperson for his/her institution 
• Has knowledge of local, regional, state, and national history 
• Exhibits strong oral and written communication skills 
• Exhibits a proficiency with computers including but not limited to Microsoft and Quickbooks 

software and WordPress websites 

Successful performance of the responsibilities listed above will be determined by: 

Standards of Performance: 

• Successful development and implementation of a strategic plan. 
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• Improving the MHHCC’s financial health. 
• Leading a high performing staff to deliver on the mission of MHHCC. 
• Collaborating effectively with the Board of Directors. 
• Enhancing the reputation and standing of the MHHCC. 
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POSITION DESCRIPTION 
Director of Programs & Exhibits 

The Director of Programs and Exhibits creates, designs, and maintains public programs and exhibitions 
that support the mission and overall vision of the Museums of Historic Hopkinsville-Christian County 
with regard to American Alliance of Museum’s National Standards and Best Practices. In addition, this 
position maintains the volunteer program for the organization. 

Objective: 

The Director of Programs & Exhibits is a professional exempt staff position. 

Reports to: Executive Director 

Level of Responsibility: 

Supervisory duties: Supervises Education Coordinator and staff and volunteers at public programs and 
special events 

Essential Functions & Board Priority: 

1. Develops public programs that further the mission of MHHCC. 
Public Programs, Outreach 

2. Ensures that public programs and outreach are educational and relevant to diverse audiences. 
3. Creates supporting materials for public and outreach programs. 
4. Works with the Executive Director to publicize public programs. 
5. Provides measures for participant evaluation of programs. 
6. Serves on Community Engagement Committee. 

7. Creates and designs temporary and permanent exhibitions both on and off site that tell the stories 
of this community. 

Interpretation, Exhibitions 

8. Ensures that all exhibitions support the mission of MHHCC and meet the museum’s interpretive 
goals and represent the diversity of the community. 

9. Chooses appropriate artifacts from collection that best tell story of exhibition. 
10. Maintains continuity in interpretation and graphic style in all exhibitions. 
11. Provides measures for visitor evaluation of exhibitions. 
12. Coordinates effective maintenance and repairs of exhibits and exhibit space. 
13. Researches and develops appropriate graphics, text, and other materials for exhibitions. 
14. Manages storage of exhibit props and materials. 
15. Serves on the Collections Committee. 

16. Creates volunteer program that pairs the needs of museum with the skills and assets of available 
volunteer base. 

Volunteer Management 

17. Recruits, interviews, and trains volunteers to help with regular museum tasks as well as special 
programs and events. 

18. Develops materials necessary to recruit, train, and engage volunteers. 
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19. Supervises volunteers or assigns staff supervision to volunteers. 
20. Coordinates volunteer needs with other MHHCC staff. 
21. Manages communication with volunteers. 

22. Works with the Executive Director to plan and execute annual events. 
Special Events 

23. Maintains the Master Calendar of events. 

24. Performs basic visitor services duties in absence of visitor services staff or volunteers. 
Visitor Services 

• A bachelor’s degree in education, art, or a related field with a minimum of 3 years’ experience as 
an educator or in the museum field preferred 

Qualifications and Essential Skills: 

• Has previous experience managing events and people (volunteers) 
• Has demonstrated initiative in starting and accomplishing projects 
• Demonstrates creativity in approach to design and implementation of ideas 
• Exhibits strong oral and written communication skills 
• Exhibits a proficiency with computers including but not limited to Microsoft software 
• Is able to lift up to 25 lbs. 

Successful performance of the responsibilities listed above will be determined by: 

Standards of Performance: 

• Meeting objectives set forth in strategic plan. 
• Increasing awareness of MHHCC through relevant programming. 
• Creating a cohesive exhibition space that meets interpretive goals. 
• Collaborating effectively with staff. 
• Developing and maintaining a high functioning volunteer corps. 
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POSITION DESCRIPTION 
Director of Collections and Membership 

The Director of Collections and Membership maintains the permanent and education collections of the 
Museums of Historic Hopkinsville-Christian County. All duties shall be performed in accordance to the 
policies outlined in the Collections Management Policy (2014) and with regard to American Alliance of 
Museum’s National Standards and Best Practices. In addition, this position is tasked with managing and 
supporting MHHCC’s membership program. 

Objective: 

The Director of Collections and Membership is a professional exempt staff position. 

Reports to: Executive Director 

Level of Responsibility: 

Supervisory duties: Supervises volunteers on collections projects 

Essential Functions & Board Priority: 

1. Documents the accession and deaccession of artifacts into and out of the collection of MHHCC. 
Collections & Archive Management 

2. Maintains records for all artifact acquisitions and collections-related documentation. 
3. Participates in the development of policies and procedures on accessioning, deaccessioning, 

loans, gifts, purchases, etc. 
4. Makes recommendations for changes and improvements to existing policies and procedures. 
5. Monitors work activities to ensure compliance with established policies, procedures, and best 

practices. 
6. Makes collections more accessible to the public. 
7. Coordinates and manages inventory of collection. 
8. Gathers and maintains relevant institutional records, photographs, articles, etc. in the archives. 
9. Maintains proper storage, care, order, and handling of artifacts. 
10. Trains staff, volunteers, and public on proper handling techniques. 
11. Oversees public use and research requests regarding specific objects in the collection.  
12. Leads the Collections Committee. 

13. Processes all objects to be loaned to and from the collection. 
Exhibitions 

14. Coordinates object movement and record keeping 
15. Provides information and historic research on artifacts used in exhibitions. 
16. Assists the Director of Programs & Exhibits with preparation of exhibit text. 

17. Recruit and retain membership for MHHCC. 
Membership & Development 

18. Maintain accurate membership database. 
19. Oversee communication with membership through direct mailing and e-based methods. 
20. Develop method to contact members whose membership has lapsed to renew membership. 
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21. Enhance member benefits to encourage new members and to retain existing members. 
22. Maintain accurate donor database for individual and corporate donors. 

23. Performs basic visitor services duties in absence of visitor services staff or volunteers. 
Visitor Services 

• A bachelor’s degree in museum studies or related field with a minimum of 3 years’ experience 
working with historic collections preferred 

Qualifications and Essential Skills: 

• Has demonstrated initiative in starting and accomplishing projects 
• Demonstrates strong organizational skills 
• Exhibits a proficiency with computers including but not limited to Microsoft and collections 

management software (such as PastPerfect) 
• Is able to lift up to 25 lbs. 

Successful performance of the responsibilities listed above will be determined by: 

Standards of Performance: 

• Meeting objectives set forth in strategic plan. 
• Improving organization (both physical and intellectual) of the collections. 
• Improving access (both physical and intellectual) to the collections. 
• Collaborating effectively with staff. 
• Developing and increasing an active membership program.  
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POSITION DESCRIPTION 
Education Coordinator 

The Education Coordinator creates, plans, and oversees student educational programs for the museums 
and serves as a liaison between the organization and the public, private, and home school systems in the 
region.  

Objective: 

The Education Coordinator is a professional non-exempt staff position that is part-time and not subject 
to full-time benefits. 

Reports to: Director of Programs and Exhibits 

Level of Responsibility: 

Supervisory duties: Supervises volunteers at educational programs 

MHHCC 

Essential Functions & Responsibilities: 

1. Develop on-site interdisciplinary programming and materials that meet state curriculum 
standards and connect to local history and the museum’s exhibits at the Pennyroyal Area 
Museum, the Woody Winfree-Fire Transportation Museum, and Beverly Academy 

2. Develop interdisciplinary programming and materials for in-school and other off-site 
presentations that meet state curriculum standards and connect to local history 

3. Create any marketing materials necessary to promote museum programs to schools 
4. Schedule all student tours, programs, and outreach  
5. Lead school tours and outreach programs and/or coordinate with staff and volunteers to lead 

programs 
6. Conduct post-program evaluations with teachers and students 
7. Seek out partnerships with other organizations that promote education 

• A bachelor’s degree in education or a related field with a minimum of 3 years’ related work 
experience preferred 

Qualifications and Essential Skills: 

• Has demonstrated knowledge of state educational curriculum standards  
• Exhibits strong oral and written communication skills 
• Exhibits a proficiency with computers including but not limited to Microsoft software 
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POSITION DESCRIPTION 
Accountant 

The Accountant is responsible for general bookkeeping and accounting duties. 

Objective: 

The Accountant is a professional non-exempt contract position that is part-time and not subject to full-
time benefits. 

Reports to: Executive Director 

Level of Responsibility: 

1. Manages clerical business of museum operations including payroll, government reporting, tax 
preparation, general bookkeeping, and correspondence. 

Essential Functions & Board Priority: 

2. Disburses and maintains accounts for checking, petty cash, credit cards, etc.  
3. Acts as a liaison with the accountant. 
4. Maintains financial records of Museum Shop. 
5. Assures that proper management controls are maintained. 
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POSITION DESCRIPTION 
Visitor Services Representative 

The Visitor Services Representative is the frontline of the museum and is responsible for greeting, 
assisting, and informing guests about the Museum’s offerings and services.  

Objective: 

The Visitor Services Representative is a professional non-exempt staff position that is part-time and not 
subject to full-time benefits. 

Reports to: Executive Director 

Level of Responsibility: 

1. Greets visitors & collects admissions. 

Essential Functions & Board Priority: 

2. Operates Point of Sale system for admission and merchandise sales. 
3. Answers phones.  
4. Maintains visitor count. 
5. Orients visitors to museum exhibits; points out any special exhibits.  
6. Assists tourists with information, directions, local phone calls, etc. 
7. Escorts visitors to Woody Winfree Fire-Transportation Museum. 
8. Provides basic tour of both museums. 
9. Monitors and stocks Museum Shop merchandise. 
10. Assists staff with administrative and other special projects. 

• Possesses a friendly, helpful demeanor and is trustworthy and dependable 

Qualifications and Essential Skills: 

• Has demonstrated good customer service skills 
• Has demonstrated initiative in starting and accomplishing projects 
• Exhibits strong oral communication skills 
• Exhibits a proficiency with computers including but not limited to Microsoft software and web-

based activities 


