
 
 
 
 
 
 
 
 
 
 
 
 
Title: Organizational Manager/Controller 
 Reports to: Jasper Yellowhead Historical Society Board 
 Work location: 400 Bonhomme Street 
Hours: 30 hours/week  
Purpose: This is a challenging position that requires a self-starter who will be responsible for the  
day to day operations of the museum.  
Knowledge, Experience and Skills: 
Management and bookkeeping experience 
Knowledge of administrative practices and procedures 
Computer skills (Excel, Quickbooks, word processing, social media) 
Able to develop and maintain effective interpersonal relationships with board members, 
 staff, volunteers and the general public 
 
Personal Competencies: 
Ability to manage human, financial and material resources 
Ability to communicate effectively orally and in writing 
Excellent organizational skills 
Self-motivated and enthusiastic 
Interest in the cultural history of the Jasper area 
 
Qualifications:  
University or college degree an asset 
 
Primary Duties:   
Plan, organize and direct the ongoing operational activities of the museum. 
Prepare, manage, control and report on budgets for the operation and maintenance 

of the museum, administer payroll, bookkeeping and all financials. 
Assist with fundraising activities associated with the museum. 
Assisting with the application for grants to cover the cost of museum programs and activities. 
Supervise and evaluate staff for positions at the museum and aid with hiring and training 
Identify and implement the required safety procedures to ensure the safety of staff,  

volunteers and the visiting public. 
Report to, advise and consult with the Jasper-Yellowhead Historical Society Board of Directors  
(JYHS Board) at regular board meetings on all matters related to the museum operations. 
Work with the JYHS Board to develop and implement a three-year plan that includes 

marketing and promotional strategies for the museum. 
Ensure all bill payments, cash outs, banking, floats, are handled as required by the organization’s  
auditing standards. 
Coordinate social media marketing and maintaining the museum website 
 

 



 

 
Additional Responsibilities: 
Develop and implement a preventative maintenance program for the museum building 

 and associated infrastructure items, including elevators, lighting and heating systems and 
 office equipment. 
Oversee janitorial staff to ensure routine cleaning procedures for the museum and 
 associated grounds. 
Coordinate required emergency repairs to the museum building and its infrastructure. 
Identify and implement the necessary security arrangements and procedures to 
 effectively protect the staff, museum building, its collections, exhibits and other contents 
 from damage or theft. 
Work with museum staff to interact with local and regional groups to promote the goals 
 and objectives of the JYHS and to coordinate museum activities with other organizations 
 and agencies with complementary objectives. 
 
This position requires a criminal record check. 
 
Approval:  
The above job description is correct as approved this 23rd day of December, 2016. 

Please apply by email only to: board@jaspermuseum.org 
 
Anticipated start date: February 1, 2017 (flexible) 
  
Personnel Committee            
Jasper Yellowhead Historical Society 


