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Job DescriptionPRIVATE 
DESIGNATION


:
Museum Assistant  
GRADE



:
D
POST NOS



:
2530 & 2637
DIRECTORATE


:
Community & Environment

UNIT




:
Leisure and Museums

RESPONSIBLE TO


:
Visitor Services Supervisor/ Visitor Services 







Officer
LIAISON WITH
:
Other members of RAMM

(including volunteers); All museum staff; colleagues in TIC; members of the public and other key stakeholders.

PURPOSE OF JOB

Museum Assistants play a pivotal role in providing high standards of customer service to museum users, safeguarding the security of the museum premises and collections and acting as keyholder for museum premises. The post holder will also be deputise for the Visitor Services Supervisor during absences

MAIN ACTIVITIES

1. Information and Customer Services

To provide a first class service to all of our users. This will include information provision and dealing with queries about the museum, it’s collections, events and facilities. Staffing reception desks points, ‘meet and greet’, assisting with tickets/retail sales as required including end of day cashing up, and general assistance around the museum are all part of the service provided to visitors and contractors. 

3. Security and Access

Controlling access to museum buildings for staff, contractors and visitors and providing high levels of security for both buildings and collections. This will also include acting as keyholder to open/lock museum premises and providing invigilation duties in the galleries. The post holder will be expected to be fully conversant with the museum’s alarm and security systems.
3a. Out of hours call-out

Participating in out of hours call-out on a rota basis when the museum is closed, which includes bank holidays. The post holder will need to attend any of the museum premises within 20mins of an alarm call-out. A vehicle is provided for this purpose
4. Safety & Facilities 
Be aware of ECC health and safety policies and to participate in Emergency Evacuation/Fire Management Plans. This will also require the need for competency in the use of Evac Chairs.  

Working as part of a team, maintain high standards of cleanliness and presentation of museum premises. This will necessitate manual handling, moving objects and other items, cleaning inside and outside of the buildings and using cleaning equipment as required. Will also involve driving museum vehicles from time to time. 
5. Events
Set up and take-downs for a wide variety of events such as lectures and a whole museum corporate hire. This will include such things as presentation equipment (laptops, projectors etc), seating and tables and prepping for events (room layouts, wine glasses, moving boxes/bottles of alcohol etc)  
Hours of Work

37 hours pw on a rota basis to cover operational hours 7.30am to 6.00pm Monday to Friday and 0900 – 1715 Saturdays and Sundays. The weekly hours may be averaged over a number of weeks to meet the needs of the service.  Evening work will also be required. Working hours may change to meet the needs of the service, for example earlier starts for special events.  
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