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JOB DESCRIPTION

REGENERATION AND NEIGHBOURHHOOD SERVICES DEPARTMENT

JOB TITLE:

CULTURAL OFFICER (MUSEMS & GALLERY)
DIVISION:


CULTURAL SERVICES

GRADE:


BAND 7
RESPONSIBLE TO:
MUSEUM AND ART GALLERY MANAGER
POST REFERENCE:
104741


PURPOSE OF POST

The main duties of the post are to provide a full range of professional support in the area of exhibitions and collections access across Cultural Services in Hartlepool.

KEY FUNCTIONS

The following is typical of the level of duties which the post holder will be expected to perform. It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time. Out of hours working and weekend working will form part of this role.

· To assist the Museum and Art Gallery Manager with the development and installation of the temporary exhibition programme at the Museum of Hartlepool and Hartlepool Art Gallery. 

· To assist the Museum and Art Gallery Manager with the maintenance, condition checking and changes to the permanent displays at the Museum of Hartlepool.

· To advise on the acquisition of specimens, to be in day to day control of the documentation of the museum collections including the organisation of loan requests and the maintenance of inventories.

· To be fully conversant with MODES and advise upon the operation of both manual and computerised documentation and information retrieval systems.

· To maintain the Service’s museum files and be responsible for assisting with public enquiries.

· To undertake research work on the Council’s Art and Museum collections as required.

· To organise the safe and efficient storage and display of the Museums Service’s permanent collections to the highest practicable standard.

· To undertake research for Cultural Services displays of both a temporary and permanent nature.

· To devise improvements and developments of the permanent displays and the regular curatorial care of all items on display to the public at the Museum of Hartlepool and Hartlepool Art Gallery.

· To assist in the delivery of the temporary exhibition programme along with all associated contractual, publicity and promotional requirements to maximise the effectiveness of Cultural Services venues as exhibition sites of regional significance.

· To deliver against agreed outcomes and outputs and carry out appropriate evaluation as required.

· To commission freelance and volunteer artists and community workers to deliver outreach activities.

· Occasionally, to provide information and advice to casual, project freelance staff as required

· Work closely with the E-Marketing & Promotions Officer and other relevant staff to promote the activities of Cultural Services.

· Any other duties of a related nature, which might reasonably be required and allocated by the Museum and Art Gallery Manager.

Changes

Over time Council services change and develop.  This can impact upon the main duties and responsibilities of the role, and subsequently the post holder, who will be required to adapt. Any changes will be appropriate to the grading of the post and will be made in discussion with the post holder.

HARTLEPOOL BOROUGH COUNCIL IS COMMITTED TO SAFEGUARDING AND PROMOTING THE WELFARE OF CHILDREN, YOUNG PEOPLE AND VULNERABLE ADULTS.  IF THIS POST IS SUBJECT TO SAFER RECRUITMENT MEASURES THEN A DISCLOSURE AND BARRING SERVICE (DBS) CHECK WILL BE REQUIRED.
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