

	Competency Based Job Profile Band 5-8



CITY OF BRADFORD METROPOLITAN DISTRICT COUNCIL

JOB PROFILE 
	DEPARTMENT: Regeneration & Culture
	SERVICE GROUP: Museums and Galleries

	POST TITLE: Museum Assistant (Central)
	REPORTS TO: Visitor Services Supervisor (Central)

	GRADE:  5
	SAP POSITION NUMBER : 


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 following points should be noted: 

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.  As candidate/employee you will be expected to demonstrate your ability meet the special knowledge, experience and qualifications required for the role. 

	Key Purpose of Post: 

	· to create a pleasant atmosphere for visitors and provide them with help, direction and information on exhibits and the buildings as necessary.  

· to ensure the safety and security of Museums and Galleries premises, their contents and artefacts, their visitors and staff. 

· to ensure the cleanliness of premises and their contents, 

· to assist in the mounting and dismantling, packing and care of exhibitions and displays.   

· to work at any site within the service as required.

· make routine day to day decisions within set systems and procedures, referring 

      others to the Visitor Services Supervisor



	Main Responsibilities of Post: 

	Operational  responsibilities

Responsible for:

· Equipment,  including  hand tools, ladders, carts, floor-polishers.  

· Cash including shop and exhibition sales (value ranges from £100 to £2,000).

· Security of site including building , collections, temporary exhibits, consumables, lost property, fixtures and fittings, staff and public by patrolling, observation of CCTV systems, locking and unlocking building, bollards, fire doors and shutters and operation of fire and security alarm systems .

· Staff ,visitor  and contractor safety, including delivery of emergency evacuation procedure, delivery of fire and emergency lighting tests as instructed and  delivery of tasks using risk assessment framework  and agreed procedures. Familiarity with and checks on fire fighting equipment and signage.

· Procedural records, including completion of signing in sheets, fire test records, faults records, incident reports etc.

· Site maintenance including identification and resolution of building and display defects by notifying relevant staff or departments, attending to heating, lighting and replacement of light bulbs, tubes etc as part of general lighting and undertaking basic repair and maintenance tasks.
· Accepting deliveries including checking and signing delivery notes.

· Cleaning, including servicing public lavatories, washing, dusting, sweeping, scrubbing and polishing in all parts of buildings and their environs as directed, including cleaning up after functions. Snow clearing as necessary

Public Facing Responsibilities

Responsible for:

· Retail activity including selling souvenirs and publications within agreed procedures and ensuring stock maintained  and set out  and  shop space clean and tidy in collaboration with Business Assistant.

· Visitor comfort including taking action if unruly or anti- social behaviour is identified as per guidelines.

· Telephone/ reception duties including receiving and re-directing calls, taking messages as required, sharing information about opening times and activities, responding to public enquiries.

· Learning activity by supporting learning officer/ curatorial team  in preparation for and delivery of educational visits and public events

· Visitor information including directing the public to galleries or particular exhibits upon enquiry, providing information about exhibits or galleries. Drawing the attention of the public to any contravention of the Museums, Galleries and Heritage Byelaws, and taking any action in accordance with the byelaws.

Technical Responsibilities

Responsible for:

· Lifting, manoeuvring and setting out, furniture, equipment ,exhibits and display systems of varying weight and size, individually or as part of a team, following lifting and handling procedures. 

· Loading and unloading, packing and unpacking and transportation of exhibits and goods by assisting Curatorial/Collections staff /van driver as directed. 

· Basic preparation of display surfaces and exhibits prior to display as instructed and of exhibits for photography etc as required.  (Can involve de-framing and re-framing).

· Operating audio visual and environmental control equipment, e.g. humidifiers and de-humidifiers as instructed. 

· Presentation, hanging and laying out of exhibitions, racking, screens display systems and displays, together with the positioning of works of art, sculpture and other exhibits as instructed verbally or in writing. 


	Structure
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	Special Knowledge Requirement: This criteria will be used for shortlisting. 
.



	1. Understanding and experience of working in a public facing environment.

	2. Ability to take on responsibilities associated with building security including alarms, key holding and emergency response to call out  and able to maintain a vigilant presence in council buildings to ensure building, collection ,  staff and customer security

	3. Acts with courtesy and professionalism at all times

	4. Able to work flexibly and accommodate the needs of the service

	5. Able to work with a high degree of accuracy across a range of activities including cash handling and the written word and able to provide information in writing, face to face and over the telephone.

	6. Able to handle cash including issuing receipts in line with financial regulations and standing orders

	7. Ability to undertake a range of small building repairs and maintenance tasks and to undertake internal management, movement and delivery of small to medium sized items

	8. Able to work within health and safety guidelines and legislation

	9. Able to work productively both within a team and on occasion alone



	10. Ability to perform cleaning (mop/vacuum/dust/floor polisher/toilet) to high standards


	Relevant experience requirement: This criteria will be used in shortlisting


	Understanding and experience of working in a public facing environment; 2 years experience of front line public facing activity in a Museum type environment would be advantageous
Understanding and experience of working with young people and delivering family activities in a public facing environment.



	Relevant professional qualifications requirement: This criteria will be used in shortlisting

	No statutory qualifications required

	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: 

 

	The post holder must be able to work evenings, weekends and bank holidays as required by the  by the needs of the service.  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: 

	Current DBS required or willingness to undertake DBS check

	Required to wear a uniform or protective clothing as supplied

	Required to work at heights involving use of ladders and other equipment after appropriate training. 

	Required to be a member of security call out rota which may involve sole charge of premises.



	Compiled by:

Andrew Wilson

Reformatted

Date:17.11.2016
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	For HR use only
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Museums Manager





Museum Manager East





Museum Manager North





Museum Manager Central





Visitor Services Supervisor
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Museum Assistants


Shop Receptionists
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