
Summer Collec�ons Assistant 

Status: Full-�me Summer Student Employment (35 hours per week) 

Supervisor: Collec�ons Manager 

Pay: $17.00/hr 

Start Date: June 3 2024 

End Date: August 23 2024 

Applica�on Deadline: May 3 2024 

 

The Opportunity 

The Thunder Bay Art Gallery is looking for an organized and aten�ve candidate who is passionate about 
art. Working in the Gallery’s world renowned permanent collec�on of over 1,600 Indigenous Canadian 
and regional artworks the Collec�ons Assistant will support an inventory of artworks and processing of 
new acquisi�ons to the collec�on.  

This posi�on will provide the successful candidate with experience in key areas of collec�ons 
management exper�se including condi�on repor�ng, determining packing requirements, processing 
new acquisi�ons with photo documenta�on, collec�on of tombstone data, research, hard copy and 
electronic data entry and management, and applica�on of accession numbers. This posi�on requires the 
ability to perform to professional standards while mee�ng deadlines and goals.  

The Thunder Bay Art Gallery is uniquely posi�oned in Northern Ontario as a cultural ins�tu�on with 
significant regional, provincial, and na�onal profile. The Gallery has grown steadily over the last 45 years 
and is at a crucial stage of growth and advancement as we prepare to move into a purpose designed 
facility on Thunder Bay’s beau�ful waterfront that will more than triple our opera�ng and programming 
space.  

 

Primary Areas of Responsibility 

1. Handle artworks safely and appropriately while using and enhancing any previous collec�ons 
preserva�on knowledge. 

2. Document artwork, including digital photography, condi�on repor�ng, fact-checking, inpu�ng, 
and upda�ng informa�on in electronic and hard copy files. 

3. Perform inventory, assess, and re-house artworks in collec�ons storage.  
4. Proofread and correct database records for any typographic errors and data entry 

inconsistencies. 
5. Organize and maintain paper-based object and ar�st files. 



6. Assist with installing and dismantling exhibi�ons . 
7. Correspond with ar�sts and ar�st estates on copyright clearance requests.  
8. Conduct tradi�onal and online research of ar�sts held in the Permanent Collec�on. 
9. Provide administra�ve support as required. 
10.  Further responsibili�es as assigned.   

Essen�al Skills 

Good working knowledge of visual arts with regards to history, contemporary arts prac�ces, and art 
making techniques, including an interest in contemporary Indigenous art and material culture.  

Excellent aten�on to detail, organiza�onal, and �me management skills. 

Strong writen and oral communica�on skills.  

Comfort with Microso� Office Suite, Google Docs, and Google Drive.  

Experience with digital photography.  

Ability to work collabora�vely as well as independently on a range of different ongoing projects.  

Preference will be given to those candidates with an Art History, Visual Arts or Arts related, Indigenous 
Learning, or Museum Studies degree.   

 

About Thunder Bay Art Gallery: 

The Thunder Bay Art Gallery gratefully acknowledges that we are located on the territory of the 
Anishinaabe peoples of Northwestern Ontario. We work and live on the lands of the Fort William First 
Na�on who are signatory to the Robinson-Superior Treaty of 1850. 

As the public art gallery for Thunder Bay and Northern Ontario, the Thunder Bay Art Gallery exhibits, 
collects, and interprets art with a focus on the work of contemporary Indigenous and Northern Ontario 
ar�sts. The Gallery nurtures a life-long apprecia�on of the visual arts by: 

• presen�ng exhibi�ons of ar�s�c and educa�onal value to cul�vate a depth of visual arts 
experience for the public in Thunder Bay and the broader region of Northern Ontario; 

• suppor�ng and enhancing the development of contemporary Canadian ar�sts with an emphasis 
on (but not limited to) contemporary Indigenous ar�sts and ar�sts from Northwestern Ontario; 

• stewarding, conserving, and anima�ng a permanent collec�on of art focused on the work of 
contemporary Indigenous ar�sts and innova�ve cultural and ar�s�c prac�ce of Northwestern 
Ontario ar�sts; 

• and, presen�ng public programming and outreach ac�vi�es in order to build audience, increase 
recep�on, and expand understanding of the visual arts. 



For over 45 years the Thunder Bay Art Gallery has steadily grown and is now the largest art museum in 
Northern Ontario. Today, we have more than 1600 works of art in our world renowned permanent 
collec�on and welcome more than 30,000 people through our doors each year. Every day, the Gallery 
provides school tours, hosts free public programs, and shares our space with community groups. We are 
a bustling cultural hub commited to contemporary Indigenous, local, and regional art. 

Finally, we are in the process of preparing for the transi�on to a new purposed designed facility on 
Thunder Bay’s waterfront in late 2025. This new gallery will more than triple our exhibi�on and 
opera�ng spaces. This significant addi�on to Ontario’s cultural infrastructure will provide $33 million in 
direct economic impact during construc�on. Once open, the Gallery’s opera�ons will generate $2.2 
million annually in direct and indirect impacts to the local and regional economy, as well as an es�mated 
$7 million in annual visitor spending. 

 

How to Apply 

Applicants who are Deaf, have an excep�onality or disability, or who need support expressing interest or 
applying for this opportunity are encouraged to contact Valin Sacchetti, Administrative 
Coordinator at administration@theag.ca or call 807.577.6427 to allow for appropriate accommoda�on 
of your needs and to discuss alternate formats for submi�ng your applica�on. 

To apply for this posi�on, please send via email to administra�on@theag.ca, a leter of intent, a current 
resume and the names of two references, under the subject line “Collec�ons Assistant” addressed to: 

Meaghan Eley, Collec�ons Manager 
Thunder Bay Art Gallery 
PO Box 10193 
Thunder Bay, ON, P7B 6T7 
 
The Thunder Bay Art Gallery is commited to employment equity and diversity and encourage 
applica�ons from all qualified candidates, including women, people of any sexual orienta�on, gender 
iden�ty, or gender expression; Indigenous peoples; visible minori�es and racialized people; and people 
with disabili�es. We thank all applicants for their interest; however, only those selected for an interview 
will be contacted. 

 

 

 

 


