WELWYN HATFIELD COUNCIL

JOB DESCRIPTION

JOB TITLE


Curator


POST NO.: P00801
GRADE


H





OTHER ALLOWANCES  
Outer Fringe Allowance
BUSINESS UNIT 

Mill Green Museum and Mill, Welwyn Roman Baths

DEPARTMENT

Leisure and Community Services

REPORTS TO

Museums Manager

JOB PURPOSE
Responsible for the management, care and interpretation of the Mill Green museum collection and Welwyn Roman Baths, and to deputise for the Museums Manager

Key Accountable Areas: 
These will be regularly reviewed through the Appraisal process.

1. To organise a programme of events, exhibitions and projects,  to meet the needs of the community as well as the financial targets set out in accordance with the Council’s policies and aims.

2. Responsible for the interpretation and presentation of the collection. Design permanent and temporary displays and interpretive material.

3. Work with the Arts and Education officer to provide  wider access of the collection to the community.  Train staff to interpret displays to public.
4. Advise the Council through the Museums Manager on all matters concerned with (the collecting policy) and accreditation.

5. Assist the Museums Manager to devise the Forward Plan, with targets and objectives  to meet Leisure and Community services, and the Council’s strategic objectives.

6. Implementation of the collecting and disposals policy.

7. Responsible for the Museums Service collection.  Maintain Accreditation standard policies and procedures for acquisition, documentation, conservation, display, security and disposal of items.
8. Directly manage one part time Documentation Assistant and six part time guides/assistants and caretaker.  In the absence of the Museums Manager, responsible for all other museum staff, volunteers and demonstrators

9. The nature of the service will involve the post holder in evening, weekend and bank holiday working and to be available for 24 hour call-out duties.

10. To ensure a high standard of customer care and quality of service for visitors and users of the Museums Service   

11. To assist the Museums Manager to market and promote the Museums Service  in consultation with the Marketing Manager, and to maintain a high standard of promotional material to realise the full potential of the facilities.

12. To produce reports for Senior Officers and Councillors as required. 
13. To liaise with external organisations, professional bodies, etc. and to maintain effective communication with staff, Members, local residents, agencies and other interested parties.

14. To attend committees, forums, working parties and relevant external organisations as required and give talks to outside bodies.

15. To be a productive member of the Policy & Culture Department, and the Council, deal directly with other senior staff within the Council and contribute to both Corporate and Leisure initiatives.
16.  To deliver the Council’s equality and diversity and safeguarding priorities
17. Any other duties as may be reasonably required by the Museums Manager which are appropriate to the nature of this post.

PERSON SPECIFICATION

POST:
CURATOR






POST NO:      P00801

DIRECTORATE: Strategy and Development/ Policy & Culture
SERVICE: Museum Service
	
	Essential


	Desirable
	AM

	1. KNOWLEDGE

a. Education

b. Training

c. Experience
	Educated to degree level

Post Graduate Qualification in Museum/Heritage Studies

Trained on MODES or other collections management software

Cash Handling and EPOS systems

Proven experience of working in the museum or heritage sector in a collections and exhibitions based role

Knowledge and experience of all aspects of collections management: collecting, documentation, storage and conservation

Good understanding of the legal and ethical guidelines surrounding the acquisition, care and disposal of museum collection items.

Experience of working to rationalise a collection


	Experience of local government procedures and protocols

Knowledge of Health & Safety Legislation

Knowledge of Food Hygiene Standards

Experience of event organisation

Experience of dealing with local history enquiries

Experience of CCTV and dehumidifier equipment
	A

A

A

A

A  

A     

A

A                

	2. SKILLS AND ABILITIES

a. Mental Skills

b. Communication Skills

c. Physical Skills


	Project Management Skills

Ability to prioritise work, co-ordinate activities and meet deadlines

Able to manage more than one project at a time

Excellent Communication and administration Skills

Conversant and able to use Social Media as a marketing tool and familiar with updating web pages

Good presentation skills


	Customer care, quality issues and equity in leisure


	A

A

A

A

A

T

	3. DEMANDS

a. Initiative and Independence

b. Physical Demands

c. Mental Demands

d. Emotional Demands


	Self motivated with the ability to work and take decisions on own initiative

Flexibility with regard to working hours – available evenings and weekends

Understanding of the flexibility required when working in a small multi-functioning team

Enjoy good health, being able to move and lift items from within the collection storage buildings for display at external events and exhibitions

Be able to access offices on the first floor by a flight of stairs with toilet facilities downstairs

Ability to help with putting up and taking down of marquees, moving tables and chairs on event days

Ability to undertake alterations to gallery space and mount displays

Ability to multi task and work under pressure in a small team
	Knowledge of Welwyn Hatfield Borough


	A

A

A

A

I

I

I

A

	4. RESPONSIBILITIES

a. People

b. Supervision

c. Financial Resources

d. Physical Resources
	Experience of supervising paid staff and volunteers

Deputising for the manager

Working within budgets


	Being responsible for cash reconciliation
	A

A

A

	5. WORKING CONDITIONS


	To demonstrate knowledge and understanding of equality and diversity and be able to apply it to your role

To demonstrate knowledge and understanding of Safeguarding and be able to apply it in your role


	
	I

I

	6. OTHER ATTRIBUTES


	Driving licence valid in UK and use of a motor vehicle throughout the day
	
	A


This post is subject to enhance DBS check
 Assessment method : A – Application, I – Interview, T – Test
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