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CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Place
	SERVICE GROUP: Museums and Galleries

	POST TITLE: Assistant Curator
	REPORTS TO: Neil Hinchliffe, Museum Manager (East)

	GRADE: Band 6  
	SAP POSITION NUMBER : 50077121


The following information is furnished to help Council staff and those people considering joining the City of Bradford Metropolitan District Council to understand and appreciate the general work content of their post and the role they are to play in the organisation.  The duties and responsibilities highlighted in this Job Profile are indicative and may vary over time.  Post holders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.
For posts where employees speak directly to members of the Public the post holder is required to demonstrate their ability to speak fluently in English.
As a candidate you will be expected to demonstrate your ability to meet the special knowledge, experience and qualifications required for the role by providing evidence in the application form for the purpose of shortlisting. Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column of this section.

The employee competencies are the minimum standard of behaviour expected by the Council of all its employees and the management competencies outlined are those relevant for a post operating at this level within our organisation. 

Both sets of competencies will be used at interview stage and will not be used for short listing purposes.  
	Key Purpose of Post:  

	1) To assist the Museum Manager and Curators to ensure that collections and resources are made accessible and relevant to the Bradford and District communities.
2) To assist with the care, documentation, display interpretation and research of the collections and archives.
3) To assist with the accession and disposal of items within collections (subject to the Collecting policy), and respond to day to day requests and enquiries in relation to collections and archives.


	Main Responsibilities of Post:  

	1) To undertake relevant output driven research into the collections and archives, related materials and their historical and cultural context.
2) To care for the collections and archives in association with the Curators, Conservators and Archive Assistant (Includes storage, digitisation, security and insurance).
3) To lead on projects in relation to digitisation and access of the collections and archives.
4) A knowledge of current copyright legislation in relation to the production and use of images and data protection issues
5) To assist Curators with the documentation and catalogueing of the collections and archives to maintain associated records and databases.
6) To contribute to the exhibition and events programme in association with the Curators and Curator (Exhibitions)
7) To instigate and oversee volunteer projects in relation to collections and archives.
8) To provide an information and advisory service able to answer written and in person enquiries.
9) To give tours / talks on the collections and photographic archive.
10) With other council employees input onto strategy, planning and delivery of sales and income generation.
11) Dealing with requests for images from the public, colleagues, and other institutions – good verbal and written communication skills required
12) Implement agreed initiatives to provide better / easier access to the collections through a good mix of marketing.
13) Occasional photography of objects or events held by the Museum service.
14) Work with outside agencies – Bridgeman, Big Screen Bradford, MLA, ACE etc. representing BMG in a positive and professional manner.

15) Occasional supervision of volunteers and work placements involved in collections related projects.


	Structure:
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	Special Knowledge Requirement. Will be used for shortlisting.   

	
	Essential

	Applicants with disabilities are only required to meet the essential special knowledge requirements shown by a cross in the end column.
	

	Due to the Governments Fluency in English Duty for posts where employees speak directly to members of the public the post holder is required to meet either the Lower threshold level – (the person is able to demonstrate this during the interview. 
	X

	Can evidence previous experience of producing Museum quality exhibitions and displays.
	X

	Has effectively used key IT packages including Microsoft Word, Excel, Outlook and MODES 
	X

	Can show a successful history of working in a museum or archive service and an understanding of the requirements of this work
	X

	Able to use, interpret, handle and communicate large volumes of often complex and detailed information, and relay it to customers in writing and /or over the telephone / face to face.
	

	Able to use a good knowledge of Copyright and Data Protection legislation. 
	X

	Able to explain the importance of industrial and social history objects in relation to the local and wider environment.
	

	Experience of delivering lectures or tours to small groups of people.
	X

	Has completed clerical and admin work with accuracy and attention to detail.
	

	Able to learn and use H&S and environmental policies, procedures and regulations including risks in own area of work.
	

	
	

	Relevant experience requirement: Will be used for shortlisting


	The applicant is required to provide evidence of having previously spoken fluently in English sufficient to answer technical telephone enquiries and lead tours and visits (in English) of a technical and historical nature within the Archive. 

	Be able to demonstrate good literacy and numeracy to a level necessary to deal with technical written requests in relation to the archive, images and specialist equipment, report on sales, profit margins, retail and pricing policy.

	Can evidence a minimum of 2 years experience of working in an archive or museum environment within the last 5 years.

	Can demonstrate a minimum of 1 year experience of working in a post with responsibility for exhibition and display of historic objects or art.

	Can demonstrate a working knowledge, and evidence practical recent use of, current copyright legislation.

	Relevant professional qualifications requirement: None


	Core Employee competencies to be used at the interview stage. 

	Carries Out Performance Management

	Covers the employee’s capacity to manage their workload and carry out a number of specific tasks accurately and to a high standard. 

	Communicates Effectively 

	Covers a range of spoken and written communication skills required as a regular feature of the job.  It includes exchanging information/building relationships; giving advice and guidance; counselling, negotiating and persuading and handling private, confidential and sensitive information.

	Carries Out Effective Decision Making 

	Covers a range of thinking skills required for taking initiative and independent actions within the scope of the job. It includes planning and organising, self effectiveness and any requirements to quality check work.

	Undertakes Structured Problem Solving Activity 

	Covers a range of analytical skills required for gathering, collating and analysing the facts needed to solve problems. It includes creative and critical thinking; developing practical solutions; applying problem solving strategies and managing interpersonal relationships.

	Operates with Dignity and Respect 


	Covers promoting equality, treating all people fairly and with dignity and respect, maintains impartiality/fairness with all people, is aware of the barriers people face. 

	Working Conditions: 
 

	 Must be able to perform all duties and tasks with reasonable adjustment, where appropriate, in accordance with the Equality Act 2010 in relation to Disability Provisions.  

	Special Conditions: 

	You will be informed if there is a requirement for the post to have recruitment checks 

such as DBS, Warner Process.


	Compiled by: N. Hinchliffe
Date: 6th March 2018
	Grade Assessment Date:


	Post Grade:  Band 6
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