[image: ]JOB POSTING: COLLECTIONS 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

(YCW-Funded Position)
ABOUT U'MISTA CULTURAL CENTRE
U’mista Cultural Centre is one of Canda’s longest operating Cultural Centre’s. Located in 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 Assistant to support the care, documentation, and accessibility of our permanent collection. Reporting to the Collections Manager, this role is central to our RE-ORG storage reorganization project and day-to-day collections management.
Employment Type: Full-Time, Temporary (YCW-funded)
Location: Alert Bay, BC (on-site)
Reports To: Collections Assistant or Executive Director
Wage: $19 - $20 + MERCs
Hours: 35 Hrs/week - May 18, 2026 to August 21, 2026
KEY RESPONSIBILITIES
Collections Management
1. Process gifts, purchases, and transfers; input and update records in Past Perfect database
1. Research and document artifacts; prepare condition reports and digital photographs
1. Maintain organized physical and digital filing systems for collection records
1. Support loan agreement processes, including packing, shipping, and documentation
Storage & Collections Care
1. Assist with re-housing projects, physical storage organization, and inventory tracking
1. Handle and move artifacts safely using appropriate preservation materials and methods
1. Monitor and record environmental conditions in storage and gallery areas
1. Participate in collections audits and inventory counts
RE-ORG Storage Reorganization Project
1. Implement RE-ORG methodology: relocate items, prepare condition reports, and assign storage IDs
1. Assemble and install new storage furniture and shelving units
1. Track project progress and support grant reporting (e.g., Museums Assistance Program)
1. Collaborate with student volunteers and project team members
Gallery, Regalia & Research Support
1. Assist with exhibit installation/de-installation and conduct regular gallery patrols
1. Administer sign-outs and returns of Personal Regalia; maintain related documentation
1. Support on-site and remote researchers with collection access and reproduction requests
QUALIFICATIONS
Required
1. Grade 12 education
1. Basic knowledge of collections management practices and standards
1. Strong organizational skills and careful attention to detail
1. Physical ability to lift 50 lbs and handle delicate historical artifacts
1. Comfortable using hand and power tools for storage solutions
1. Proficiency with Microsoft Office Suite
1. Respect for cultural protocols and willingness to learn about Kwakwa̱ka̱'wakw culture, language, and history
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: YCW Collections Assistant_ [First Name Last Name]
Application Deadline: April 20, 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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