
Occupational Group:  Education, Training and Library
Class Group:  Culture and History
	Class Code
	Class Title
	Occupational Role
	Pay Plan
	Pay Grade

	
	Historical Support Assistant
	Support
	Current
	


CONCEPT: 

Provides support for technicians and professionals in museums or historical sites in collecting, preserving, and interpreting historical documents, artifacts, properties and sites; and educating the public in understanding, appreciating, and caring for the heritage of Kansas.
TASKS: 

· Conducts tours and serves as an informational guide explaining historical background and significant points of interest, answers tourist’s questions.

· Functions as a receptionist at a help desk in a museum or historical site answering inquires.
· Deals with sales, handling cash, and keeping records of all items sold.
· Assists patrons to research historical collections and documents.

· Helps maintain and enforce necessary security procedures to ensure the safety of the museum or historical site environment and its collections.

· Assists staff with the development and execution of school tours and school aged children’s programming.

· Assists staff in cataloging and caring of archival materials.

· Assists staff in preserving, processing, cataloging, and analyzing artifacts and materials using laboratory techniques and procedures.

· Assists staff in setting up exhibits and displays.

· Operates audio/visual equipment for slide presentations used during tours.

· Schedules and arranges presentations.

LEVELS OF WORK:

· Class Group contains one class.
· MINIMUM REQUIREMENTS: 

· High school diploma or equivalency.

· Some positions may require additional minimum requirements that will be specified on the position.

CONTRIBUTOR LEVELS:

Contributor levels are a range of work within a class that allows for a progressive increase of responsibility and employee competency.  Progression through a contributor level is dependent upon management discretion, the availability of funds, increase of responsibilities, and the employee’s acquisition of competencies and job performance.  Specific career plans are designed for employees by their agency that are tailored to the organization and mission of each activity using the below framework and the established pay plan for the class.
	MINIMUM  MAXIMUM

	HISTORICAL SUPPORT ASSISTANT

	
	Recent           
Contributor
	Experienced   
Contributor
	Independent   
Contributor
	

	
	
	
	
	

	
	· Assignments are performed under general supervision using basic knowledge of Kansas’ history and culture in conducting tours, answering questions, working in store operations, and cataloging archival materials. 

· Employees have a basic understanding  in caring for and preserving historical or archival materials.

Performance Range for Core Competencies:

·  Job Responsibilities – Learner to Experienced Knowledge


	· Assignments are performed independently by using in-depth knowledge of Kansas’ history and culture, the State’s historical cultural in conducting tours, answering questions, working in store operations, and cataloging archival materials.
· Employees have a full understanding  in caring for and preserving historical or archival materials.

Performance Range for Core Competencies:

·  Job Responsibilities –  Experienced Knowledge to Expert Knowledge


	·  Assignments are performed independently by using in-depth knowledge of Kansas’ history and culture in conducting tours, answering questions, working in store operations, and cataloging archival material and require less need for consultation with superiors .

· Work may include presenting special heritage training, or developing exhibits or shows relating to historical events, items, or persons.
· Employees have a full understanding  in caring for and preserving historical or archival materials and require less need for consultation with superiors.  
Performance Range for Core Competencies:

·  Job Responsibilities – Expert Knowledge to Transferring Knowledge
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