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	Post Title
	 Museums Co-ordinator 

	JE Reference 
	W1071
	Grade 
	E+
	SCP Range
	20-22


Reporting line:




Job Purpose:
To supervise the day-to day management and operation of Kirkleatham Museum & Grounds, including delegating duties, providing support and assistance, and maintaining regular one-to-one appraisals. This role will serve as a deputy to the Museum Manager in managing Museum staff, as well as to undertake duties associated with event management and delivery (risk assessments, plans etc.) and serve as an overall operational point-of-contact for the site moving forward.
Relationships:
Accountable to:
Museum Manager 
Accountable for: 
Museum Visitor Ambassadors, Cultural Services Admin Assistant and Museum Volunteers. 
General Contacts:
Heads of service, senior officers, Members, partner & public organisations, residents and visitors to the area.
Key duties and responsibilities:
1. To manage the daily delivery of the Kirkleatham Museum site. Assist in ensuring Kirkleatham Museum is safe, effective, efficient and economical in operation as well as providing a high quality and enjoyable service for Borough residents and visitors to the area. 

2. To be responsible for the Museum and Grounds in liaising with Property Services and Health and Safety as necessary. Ensuring that Museum buildings are in good repair, identifying and progressing any reactive repairs. Identify, cost and programme long-term maintenance work; liaising with contractors and overseeing work as necessary.
3. To ensure that public and non-public areas are tidy, clean and safe.  Oversee programming of buildings, to carry out any work necessary to maximise use of building resources and to liaise with other businesses based upon the site.

4. Respond to emergency call outs when required and liaise with emergency services, security organisations, engineers and building support services.

5. To manage and coordinate staff for successful site operation. Organise staff programming and line manage operational site staff.  To asses and facilitate both individual and per site training and development need.  Ensure adequate front-of-house management and supervision throughout the period for which the Museum is open.
6. To initiate and progress the development of front of house delivery of services. To be responsible for the line management, professional development and appraisal of the Museum staff including appraisals, ensuring performance targets relating to the service are met.
7. To ensure that Museum facilities and services are provided as advertised, ensuring the highest possible quality of service is achieved.  To carry out and respond to visitor feedback.  Coordinate the organisation and development of marketing activities for Kirkleatham Museum & Grounds and the wider service.
8. To support the delivery of direct Museum services including public enquiries, complaints, donations, loans, items for identification, photographic orders, purchases from trading points including cash handling.  To support behind-the-scenes services including the cataloguing of collections, handling of exhibits, erection and dismantling of displays and the provision of associated activities and events.


9. To expand and enhance the current commercial offer, including the retail offer.  To ensure that all income potential is maximised; to maintain income targets and seek new business development opportunities in order to support Kirkleatham Museum’s future sustainability.

10. To develop, manage, implement and promote the cultural events/festivals, exhibitions and manage the procedure of Health and Safety legislation, risk assessment and all other event management requirements.


11. Manage the recruitment, induction and retention of Museum Visitor Ambassador staff and volunteers, utilising a wide range of recruitment channels, effective selection procedures, induction events and introduction to work programmes.

12. To champion volunteering throughout the Museum Service by developing relationships within a wide range of Council Service, individuals and external partnerships/stakeholders.

13. To support the Museum Manager in delivering the Borough’s Cultural Strategy once established; to function as a member of the Museum Service staff team, participating in Service development work; to report to the Cultural Services Manager and communicate to colleagues as appropriate.


14. To carry out any other reasonable instruction/duty commensurate with the seniority of the role.
General/Corporate Responsibilities:

1. To undertake such duties as may be commensurate with the seniority of the post

2. To ensure that the Council’s corporate Health & Safety policy is followed and training is undertaken in all pertinent health and safety procedures

3. To partake in the Council’s and Directorate’s staff training and development policies as well as the Council’s system of performance appraisal
4. To treat all information gathered for the Council and Directorate, either electronically or manually, in a confidential manner

5. All employees are required to demonstrate a commitment when carrying out their duties which promotes and values diversity and the equality of opportunity in relation to employees and service users which is in line with the Council’s Equality & Diversity Policy.

6. To be responsible for identifying and managing all risks associated with the job role through effective application of internal controls and risk assessments to support the achievement of Corporate and Service objectives

7. To ensure the highest standards of customer care are met at all times

8. To ensure the principles of Value for Money in service delivery is fundamental in all aspects of involvement with internal and external customers

9. To ensure that the highest standards of data quality are achieved and maintained for the collection, management and use of data.

10. To positively promote the welfare of children, young people, and vulnerable adults and ensure that it is recognised that Safeguarding is everyone's responsibility; and to engage in appropriate training and development opportunities which enhance an individual’s knowledge and skill in responding to children, young people and vulnerable adults who may be in need of safeguarding.
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	E+


	NOTE TO APPLICANTS

Whilst all points on the specification are important, those listed in the essential column are the key requirements.  You should pay particular attention to those points and provide evidence of meeting them. Failure to do so may mean that you will not be invited for interview.


	CRITERIA
	NECESSARY REQUIREMENTS
	* M.O.A.

	
	Essential
	Desirable
	

	EXPERIENCE
	· Experience of managing facilities and programmes in heritage/museum, cultural environment.
· Experience of managing commercial operations.
· Substantial experience of leading teams.
· Experience of delivering activity plans.
· A demonstrable understanding of the cultural sector and the context in which it operates.
	· Experience of project management in heritage, museum or cultural environment.
· Experience of commercial development of visitor/heritage attractions.
	A, I

	SKILLS AND ABILITIES
	· Excellent planning and organising skills.
· Good influencing and negotiating skills.
· Ability to liaise with wide range of organisations and individuals.
· Able to lead and motivate teams.
· Excellent communication skills. 

· Ability to present information to a wide range of audiences.
· Ability to prepare and present statistical data and reports to tight, strict and changing deadlines.
· Competent IT Skills.
	
	A, I

	EDUCATION/ QUALIFICATIONS/ KNOWLEDGE
	· Good overall level of education and understanding of the values of culture.

· Knowledge and understanding of the demands of maintaining a public site.
	· An appropriate management qualification.
	A, I

	OTHER REQUIREMENTS
	· Flexible approach to work by responding to the needs of the services including at times, requirements to work beyond normal working hours.
· Commitment to own continuous personal and professional development.
· Strong team player, committed to an ethos of continuous improvement.
·  Full driving licence.
	· Evidence of own continuous personal and professional development.

	A, I, C 

	COMMITMENT TO EQUAL OPPORTUNITIES
	· Commitment to equal opportunities and the ability to recognise the needs of different service users.
	· Evidence of having completed training in equality and diversity awareness.
	A,I 

	COMMITMENT TO SERVICE DELIVERY/ CUSTOMER CARE
	· Commitment to provide a customer-focussed service.

	· Evidence of surpassing customer expectations or service targets / goals.
	A,I 


METHOD OF ASSESSMENT: (*M.O.A.)

A = APPLICATION FORM   C = CERTIFICATE   E = EXERCISE   I = INTERVIEW   P = PRESENTATION   T = TEST   AC = ASSESSMENT CENTRE

R = REFERENCE
Job Description & Person Specification
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