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Ontario Museum Association 

Job Posting 

Title: Digital Transformation Project Coordinator 

Location:  Ontario Museum Association, 50 Baldwin St., Toronto, ON M5T 1L4; or remote in alignment 

with Public Health guidance  

Term: April 2022 to March 2024 

Hours of Work: 35 hours per week (Monday-Friday, 9am-5pm)  

Salary: $45-$50,000 per year 

 

Organizational Summary:  

The Ontario Museum Association (OMA) is a not-for-profit member organization with a mission to 

strengthen capacity among institutions and individuals active in Ontario’s museum sector, facilitate 

excellence and best practices, and improve the communication and collaboration of its membership. 

The Association advocates for the important role of Ontario’s museums to society, working with all 

stakeholders, related sectors and industries, and other professional organizations. The OMA is based in 

Toronto, but has a mandate to serve museums and museum workers in all parts of the province.  

The OMA, in its own efforts towards digitalization, and in its initiatives to support the digita l 

transformation of museums, will be undertaking a Digital Transformation to deliver a better member 

and staff experience through its digital services.  

Position Description: 

Reporting to the Executive Director, the Project Coordinator will oversee a major 2-year project to 

support the Digital Transformation of Ontario museums, and the OMA’s own digital systems upgrade. 

The 2-year project includes working with experts and an Advisory Committee for the development and 

delivery of webinars, resources, and design and pilot delivery of online courses intended to build the 

digital skills of workers in small to mid-sized Ontario museums so that they can better serve their 

communities now and in the long-term. 

Located at the OMA office or a home office depending on Public Health advice, and in close 

collaboration with a small staff complement, the Project Coordinator will use their skills to advance the 

project and lead the OMA’s digital systems upgrade; including:  

 Assessing technology service providers and providing requirements;  

 Developing and communicating a project plan and deadlines;  

 Working within an approved budget; 

 Managing feedback from staff, advisory committee, and other stakeholders; and  

 Preparing reports to funders and stakeholders 
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The Project Coordinator will liaise with a volunteer Advisory Committee, support the hiring and 

oversight of contracted service providers, subject-matter experts, and course instructors. The Project 

Coordinator will handle all the logistics and administrative tasks related to the project within the 

approved project budget, and coordinate project evaluation and draft reports to funders. 

Primary Responsibilities: 

● Create and monitor a comprehensive two-year project plan and timelines 

● Liaise with the project Advisory Committee and coordinate meetings 

● Support and coordinate project components such as Requests for Proposals, and further 

procurement of technology service providers 

● Coordinate with contracted service providers for development, testing, and deployment of 

OMA digital systems and website 

● Support oversight of contracted service providers (e.g. instructional designer, web designers, 

translators) 

● Work with partners to identify subject-matter experts in museum digital skills. 

● Work with subject-matter experts to develop museum digital skills profiles. 

● Organize, promote, and deliver webinars. 

● Oversee the creation of museum digital skills tools and templates 

● Participate in hiring of contract instructional designer and course instructors. 

● Create public-facing program materials 

● Support course administration and delivery in the OMA Learning Management System 

(Moodle). 

● Oversee project evaluation and draft reports to funders. 

● Ensure integration of project activities within the broader scope of Association programs. 

Qualifications 

The ideal candidate will possess the following: 

● A degree in a relevant discipline, e.g. museum studies, education, cultural/arts administration, 

communications. 

● Proven experience successfully coordinating a multi-year project. 

● Proven experience planning, delivering and evaluating online training or programming , 

including the use of online meeting and webinar platforms. 

● Experience with content management systems, learning management systems, 

association/member management systems, and project management software.  
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● Strong oral and written communication skills, organizational skills and a sense of humour.  

● The ability to work in a fast paced environment and adapt to shifting priorities.  

● The ability to work well independently and in a team. 

● A good working knowledge of Microsoft Office Suite (MS Word, Excel,  PowerPoint, Outlook) 

● Demonstrated knowledge of current trends in the digital museum space 

● Ability to perform administrative and clerical support for the project and logistics as required 

and assigned. 

The following would be considered an asset: 

● Volunteer management experience 

● Experience participating in website development projects 

● Bilingualism (English and French) 

Application Process 

Please send a cover letter and resume by April 25, 2021 to Marie Lalonde, Executive Director, at 

membership@museumsontario.ca. Please write “Digital Transformation Project Coordinator” in the 

subject line.  

 

The OMA is committed to diversity within its community and welcomes applications from visible minority 

group members, women, Indigenous persons, persons with disabilities, neurodiverse individuals, 

members of the 2SLGBTQ+ community, and others who may contribute to the further diversification of 

ideas. Only those selected for interviews will be contacted. 

As an organization of provincial scope, the Ontario Museum Association recognizes that its members and 

community live and work on the lands and territories of Indigenous peoples. Toronto, where the OMA 

offices are located, is the territory of the Mississaugas of the Credit, Haudenosaunee and the Huron 

Wendat. We wish to express our gratitude for the resources we are using and pay respect to the rich and 

ongoing Indigenous history of what is now Ontario and Canada.  

 

This project has been made possible in part by the Government of Canada.  


