CADVC Projects List
Exhibitions Registration

1. Manage exhibition database - Learn to process exhibition records and images electronically using the latest in cloud-based, asset management software.

2. Play a vital role in the organization of an NEA-supported, national traveling exhibition on American mid-century design 

3. Photograph artworks & packing

4. Condition report artwork

5. Professionally pack/unpack artwork to industry standards

6. Organize, label, manage art shipping process and coordinate shipping with (Inter)national stakeholders, shippers and vendors.

7. Manage legal agreements: paperwork for exhibition loans, insurance, & traveling exhibitions

Policies Research – Draft (or update a previous draft) of an exhibition policy, collection policy, or


 
  disaster preparedness and recovery plan

Communications - Social Media, Website, Blog, Listserv

1. Assist with CADVC’s Google Group, adding addresses from gallery guest book 
2. Design two email templates based on previous branding and best practices for email and mobile communications
3. Contribute and curate content, capture new images at the park/curate existing archival images for JBSP’s MyUMBC Group page

Community & K-12 Educational Outreach

1. Update/edit/post curricula online

2. Write a lesson plan or full curriculum on a subject of your expertise

3. Possible partnership projects:  local Seniors Centers, MS & HS art/media classes, disabled adult daytime and residential groups, other community or ad hoc groups
Gallery Photography
1. Photograph public events
2. Publish photo essays for JBSP

3. Photograph K-12 events and artwork

4. Photo-document all artwork in gallery

5. Contribute to the photographic record of CADVC & JBSP

6. Shape the visual culture of the gallery on social media and the department’s university website

Other Duties as Assigned
Sample of General Office Assistance, Housekeeping

1. Shred papers & place used folders back in supply closet

2. Organize/stock supply closet, inventory, and ordering supplies

3. Clean and tidy shared office space, etc.

4. Clean Loft, vacuuming, dusting, eliminating wayward papers

5. Sort/dispose of old bulletin board notices, post fresh ones
6. Design & print signage for social distancing to be observed in gallery & offices of CADVC

7. Run errands on/off campus
Exhibitions Crew –  Work in gallery with preparator’s installation crew on patching & painting walls, art handling, installing labels & artwork, moving/packing/unpacking/labeling artwork

