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JOB DESCRIPTION
	Post Title:                                     Seasonal Museum Visitor Services Assistant 

	Grade and Salary:                        D SCP 16 

	Department and Service:            Growth and Place, Culture and Communities 
Responsible To:                           Museums Visitor Services Officer 
Post Ref:                                       G766


Purpose of the Post: 

To support the Visitor Services Officer and other team members to provide all visitor services, security, maintenance, retail and customer support enabling visitors to get maximum enjoyment and benefits from their use of the venue facilities.
Duties and Responsibilities:

1. Supervise the public use of the Museums and to safeguard visitors and exhibits, undertaking security duties such as patrolling, monitoring of CCTV and checking of fire safety systems.

2. To open and close the venue, including operating the alarm system.

3. Work side-by-side with other team members to provide the full range of customer services.

4. Support the Visitor Services Officer to ensure that all public areas are appropriately staffed and fit for public use.

5. Oversee and support the work of Casual Visitor Services Assistants and volunteers.

6. To ensure that all visitors are made to feel welcome at museum sites and that exceptional standards of customer care are maintained.

7. Deal with customer enquiries; providing receptionist duties; acting as a guide to exhibitions and displays; demonstrating the use of inter-actives, including computers; and liaising and assisting the access team on the coordination of educational activities, events and group visits.

8. Handling sales and stocktaking. Dealing with cash and paperwork relating to sales.

9. Assist with visitor market research, routine paperwork and mail-outs.

10. Assist with the construction, painting and dismantling of exhibitions, displays and associated work including lifting/moving of objects.

11. Undertake cleaning duties as directed by the Visitor Services Officer and assist with the maintenance, checking and operation of fixed plant and fittings, and upkeep of the general fabric of the venue. 

12. Support the Visitor Services Officer on all matters relating to building management and operations matters, including liaising with subcontractors on day to day matters

13. Assist the service Museums Technical & Operations Officer  and  Museums Curator & (Access) Development Officer in the transport of exhibits and equipment.

14. Ensuring that Health and Safety At Work Regulations are observed.

15. The postholder will be required to work some periods outside normal working hours for which overtime can be claimed.

16. Assisting with the introduction of new procedures and systems in relation to the day to day running of the venue.
17. Assisting as appropriate with the introduction and operation of suitable development and performance targets in accordance with the objectives of achieving best value.
Corporate Responsibilities:

· We will make every reasonable effort to supply the necessary employment aids, equipment or adaptations to enable employees to perform the full duties of the job in accordance with the Equality Act 2010 where a post holder is disabled.
· You will 
· demonstrate a commitment to the principles of equality of opportunity and fairness of treatment in relation to employment issues and service delivery.
· respect all confidentialities and principles and practices of the Data Protection Act.

· comply with Health and Safety policies and legislation.

· be committed to continuous personal development, including Middlesbrough learns.

· demonstrate a commitment to the safeguarding of children and vulnerable adults, highlighting any areas of concern with the appropriate service and adhering to the policies of the Council relating to these issues.
· The above duties and responsibilities cannot totally encompass or define all tasks which may be required.  The outlined duties and responsibilities may, therefore, vary from time to time without materially changing either the character or level of responsibility: these factors are reflected in the post.
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PERSON SPECIFICATION 
For the purposes of recruitment and selection, you will be assessed against Our Values and the criterion which are marked as Essential / Desirable in the Qualifications and Knowledge & Experience section.
Our Values

Our Values are a critical element of our strategy to create a brighter future for Middlesbrough. They will be at the heart of everything we do and will be the foundation for how we operate, behave and make decisions.  Having these values will help you be the best you can be and help Middlesbrough to grow and thrive.  
	PASSIONATE about Middlesbrough
· Believe in Middlesbrough

· Be proud to work for the Council
· Have a ‘can do’ attitude




	INTEGRITY at our heart

· To be open, honest and transparent

· Communicate well with others

· Treat others with respect



	CREATIVE in our thinking
· Always look to improve

· Find solutions to problems

· Positive to change



	COLLABORATIVE in our approach

· Engage and consult with others

· Seek feedback from others

· Understand the needs of others



	FOCUSSED on what matters

· Understand the Council’s and my own priorities

· Put the customer first

· Deliver against expectation



	
	Essential

x
	Desirable

x

	QUALIFICATIONS: 


	
	

	1. GCSE Math’s and English.
	X
	

	2.   Customer Care.

	
	X

	3. Current Driving Licence 


	
	X

	KNOWLEDGE & EXPERIENCE 


	
	

	4. Working in visitor service/customer-focused environment.
	
	X

	5. Good communication – in-person, telephone, in-writing.

	X
	

	6. IT/Computer skills, eg. Microsoft Word, Excel, Email, Internet
	X

	

	7. Practical skills, eg.basic DIY, painting.
	
	X

	8. Working in museum/heritage environment.
	
	X

	9. Security surveillance & invigilation.

	
	X

	10. Working in a retail environment.

	
	X

	11. Working to contribute to a team

	
	X
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