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EMPLOYMENT OPPORTUNITY!
Working for the Anchorage Museum at Rasmuson Center and its support organization, the Anchorage Museum Association, means working with dynamic people and doing meaningful work for Anchorage's premier cultural hallmark.

Job Title: Native Art Buyer 

Summary Position Statement:

Under the direction of the Shop Manager, the Native Art Buyer purchases quality Native art and crafts specific to the Northern regions to include Alaska, Canada, Russia, and other circumpolar countries when appropriate for resale in the Anchorage Museum Shop.  The position also provides proper documentation through artists’ biographies, labeling and display of objects, as well as showcasing of specific topics pertinent to a culture or lifestyle.  

Essential Duties and Responsibilities:

· Purchases objects based on quality of work and reasonableness of price within the context of a purchase program. Uses contacts to select artists from whom work will be purchased to enhance the inventory of the Anchorage Museum Shop.

· Continues ongoing research of artists through exhibits, trade shows, personal contacts, buying trips, and periodicals to keep Anchorage Museum Shop at the forefront of quality traditional and contemporary Native art and crafts.

· Designs and displays Native art objects in display cases according to culture.  Creates specific labels for each piece with proper documentation and educational information.  Maintains cases to keep displays fresh and interesting.

· Creates biographies on individual Native artists and maintains appropriate files.

· Enters each purchase into the computerized inventory control system and enters pertinent information into the system including the Vendor database.

· Continues ongoing review of sales reports, inventory control, and pricing structure for departments designated for Native art.  Makes necessary decisions to keep reports accurate and provides details to Shop Manager on an ongoing basis.

· Maintains file of resource materials and responds to correspondence and inquiries about Native art.

· Creates, designs and maintains a thematic display on a topic pertinent to Native lifestyles and culture for the purpose of education, as well as to enhance sales. 

· Stays current with State and Federal laws effecting purchasing, resale and shipping of Alaskan Native arts and crafts.

· Continues development of a wholesale program of Alaska Native arts to benefit galleries and other museum stores.

Other Tasks and Duties:
· Acts as a consultant to Museum curators when additional information is needed.

· Provides assistance to Museum Shop Volunteers in the operation of the computerized sales system and with general Shop information.

· Provides pertinent information on artists and their work to the Shop staff, so they can be knowledgeable on cultures, materials, and significant design elements.

· Participates in spring Shop Volunteer training sessions.

· Participates in Shop physical inventories.

· Delegates tasks and projects to Shop Volunteers as needed.

· Assists with special projects as designated by the Anchorage Museum Shop Manager and/or the Enterprise Director.

· Trains on opening and closing procedures for the Anchorage Museum Shop.

· Performs other duties as assigned.

Knowledge/Skills/Qualifications:

· Strong knowledge of Alaska Native cultures with emphasis on arts and crafts.

· Proficiency in communicating with artists, staff, volunteers and public to reflect a positive and professional image for the Museum.

· Interest in working independently, but with a team spirit.

· Ability to work on short and long-range goals with Shop Manager and/or Enterprise Director.

· Experience and knowledge of computers and associated software.

· Effective organizational skills to coordinate projects and inventory control.

· Use of basic office equipment such as copiers, printers, fax machines.
Qualifications:

· High School graduate or equivalent required. 

· College degree preferred.  

· A minimum of five years of purchasing Alaska Native art and crafts.  

· Two years of retail sales/management experience.  

This is a full time, non-exempt position.  The work schedule varies based on the Museum’s needs. 
Rate of pay and benefits: $15.00/hr + DOE. The Anchorage Museum offers a competitive benefits package for full time staff. 

Interested parties may complete an employment application and submit it along with a resume and cover letter via email, fax or mail. Please note we are unable to accept resumes in place of an employment application. All positions are open until filled.

LOCATION:

Anchorage Museum at Rasmuson Center

Attn: Human Resources 

625 C Street, Anchorage, Alaska 99501

(907) 929-9200 tel

(907) 929-9216 fax 

Email: employment@anchoragemuseum.org

Website: www.anchoragemuseum.org 

"The AMA will not discriminate against any employee or applicant for employment because of race, color, religion, national origin, ancestry, age, sex or marital status or who is a 'qualified individual with a disability,' as that phrase is defined in the Americans with Disabilities Act. AMA will take affirmative action to ensure that applicants are employed and that employees are treated during employment without regard to their race, color, religion, national origin, ancestry, age, sex, marital status or physical or mental disability.”

