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DESIGNATION


:
Exhibitions Officer

GRADE



:
Grade 6
POST NO



:
2518
DIRECTORATE


:
Economy
UNIT




:
Museums
RESPONSIBLE TO


:
Content Management Lead
SUPERVISORY

RESPONSIBILITY FOR

:
Co-ordination of Project Teams 
LIAISON WITH


:
ECC staff and volunteers, other museum staff, artists, consultants, suppliers and contractors, partner museums. 
PURPOSE OF JOB

1. Work with the Museum’s programming team to project manage, development and delivery of the temporary exhibitions programme at RAMM (Royal Albert Memorial Museum & Art Gallery).
2. Act as project lead for exhibitions, when required to do so.
3. Liaise with regional and national partners to ensure RAMM attracts and delivers high quality temporary exhibitions.

4. To manage the use of resources to achieve maximum effect.

5. To contribute to the sustainability of RAMM’s services.  

MAIN ACTIVITIES
1. Co-ordinate and administer the planning, organisation, delivery and evaluation of temporary exhibitions at RAMM, liaising with other Museum and ECC staff, to ensure a high quality service.
2. Negotiating with lenders to agree details of transport, hanging, environment, publicity and acknowledgement, costs and reproduction rights.
3. Work with the Technical Support Officer and Conservation Officer to agree method statements, and make agreed transport arrangements for loaned material which meet lenders’ requirements and national standards.  

4. Undertake necessary administration (ensuring insurance and documentation is in place).  

5. Act as a primary contact and clearing house for all internal and external exhibition proposals, and to present these proposals to the programming team.  

6. Participate in the appraisal and selection of exhibition proposals as part of RAMM’s programming team. 

7. Assist the Senior Collections Officer (Content Management Lead) in the setting up, development, maintenance and monitoring of the multi-disciplinary exhibition teams; particularly ensuring effective implementation of project schedules.

8. Take on the role of project leader (as defined in RAMM’s exhibition planning guidelines) for some multi-disciplinary development teams.

9. Regularly review and update RAMM’s exhibition planning documents; and ensure staff are made aware of these guidelines.  

10. Assist in developing national and regional partnerships to attract high-profile exhibitions to RAMM.   
11. Manage delegated budgets efficiently, where possible maximising their use by securing external funding.  

12. Contribute content to RAMM’s interactive presence project and especially the digital expression of temporary exhibitions.  

13. Assist in the installation of exhibitions, working with technical and conservation teams to hang, set out, arrange and prepare material for display. 

14. Assist colleagues in the Audience Development Team in the planning, co-ordination and delivery of events and activities associated with the temporary exhibition programme.  

15. For work within their area of responsibility ensures that appropriate evidence of project outputs and financial records are kept.  

16. Any other duties commensurate with the post.  

Museums fulfil a cultural and educational role in enriching the lives and experiences of residents and visitors to the City of Exeter.  The order to do this it is necessary to maintain an ethos of team work, innovation, high quality, individual ownership of problems, efficient and effective use of budgets and other resources, knowledge transfer and skill sharing, and partnership with outside organisations.  All our employees are required to work to this ethos and to contribute where they can towards improvement, new ideas, collaboration, identifying and exploiting commercial opportunities.

DATE:
FEBRUARY 2012
REVIEWED: JULY 2015
