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JOB DESCRIPTION 

	Job Title:	
	Project Assistant (Collections)

	Reports to:	
	Curator 

	Department:
	Collections & Conservation



Purpose of the Job
The Project Assistant (Collections) is a full time 15-month fixed term externally funded role working on specific and time limited collections management projects.  
The post will increase the Collection’s team capacity to deliver on the following four projects; 

1. Dynamic Collections Review –The post holder will undertake inventory, collections care, and disposal work on the collections of Fine & Art, Fashion, and Toys. One of the main tasks will be to supervise a group of volunteers to improve catalogue records, including researching provenance and increasing number of linked digital images. The postholder will work to review and identify areas of the collections for rationalisation, and action agreed transfers and disposals. They will also support the improvement of collections information and digital asset management data ahead of a move to a new Collections Management System.

2. Culture Change & Decolonising Collections- The postholder will work with the Collections and Engagement team to embed our Decolonising Collections Framework. The main responsibility will be to review existing terminology and enhance the data and information held within the museum’s collections management system. The post holder may also support the delivery of workshops, display improvements and digital content delivery.

3. Royal Pavilion Archive – The postholder will support the Royal Pavilion Archivist with the delivery of a small series of public events relating to the archives. 

4. Booth Museum- The postholder will support the Curator with the physical reorganisation of Natural Sciences collections storage at The Booth Museum

The post holder will work alongside Conservation and Collections staff, operating across all of B&HM’s sites including collection stores. The role will be onsite 90-100% of the time, working to meet the needs of the projects and to embed inclusive practice in Collections Management and Care. 

Principal Accountabilities
1. To undertake a wide range of collections management activities, including object movement and storage, documentation and digitisation activities, following agreed B&HM policies and procedures and working to professional best practice museum standards.
2. To undertake practical hands-on collections management activities including handling, packing and transporting collection items between internal storage, display locations and for offsite loans. 
3. To continuously improve and update information held about the collections on B&HM’s collections management database (Mimsy XG) and to use this system as a tool for recording all collections management activities, including object movement, condition monitoring, conservation treatments, loans arrangements, and any new interpretation. 
4. To support the curatorial and conservation colleagues in improving care and access to collections on display and in storage, including monitoring the condition of objects and supporting the integrated pest management programme through regular cleaning of gallery and storage areas. 
5. To support planning and delivery of activities which promote public access to collections, such as display/interpretation projects, digital initiatives and museum events; supporting colleagues with object selection and movement, updating records on Mimsy XG.
6. To provide practical support to those wishing to access collections materials and information, including B&HM colleagues and external parties. 
7. To support other project work relating to collections and museum sites when required.
8. To work with and occasionally supervise and train, temporary staff, work placements and volunteers. 
9. To undertake regular condition and security checks and associated gallery maintenance work.
10. To support the implementation of the B&HM Health & Safety policy. 

General Accountabilities
To develop practices within the Trust that uphold and develop the principles of B&HM’s Equality in Employment Policy and the Equalities Policy in relation to staff and to service provision.

To be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety and safeguarding of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required. All staff will occasionally be asked to work front-of-house across any of our sites.

All staff will have an individual work plan explaining how they are contributing to the delivery of our vision and business plan which will be updated annually. 

Every member of staff will work as one team looking after five sites and three gardens. They will:

•	Be visitor focused and business-like.
•	Be a great museum professional.
•	Always be listening and learning.
•	Be an ambassador for B&HM.

Your duties will be as set out in the above job description but please note that the Trust reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes.
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Brighton & Hove Museums

PERSON SPECIFICATION

	Job Title:	
	Project Assistant (Collections)

	Reports to:	
	Curator

	Department:
	Collections & Conservation


Essential Criteria

	
	ESSENTIAL CRITERIA

	Job Related Education, Qualifications & Knowledge
	· Educated to minimum NQF Level 2 or equivalent experience relevant to museum collections management activities.
· Knowledge of museum professional documentation standards and procedures (SPECTRUM) and of the requirements of Accreditation.

	Experience
	· Demonstrable practical experience of working with museum collections, of undertaking collections management activities
· Demonstrable practical experience of using collections management systems.
· Experience of working to procedures and standards of best practice for display, handling, transit, storage, documentation and digitisation of a wide variety of materials in a museum or equivalent institution.
· Experience of promoting public access to museum collections, through display/interpretation projects, digital initiatives and museum events. 

	Skills/ Abilities
	· Good organisational and administrative skills. 
· Able to work unsupervised on own initiative.
· Ability to work to goals and deadlines. 
· Able to carry out meticulous but repetitive tasks e.g. object documentation.
· Excellent communication skills, both written and verbal.
· Excellent team-working and inter-personal skills and the ability to support colleagues at all levels and across departments. 
· Ability to co-operate and adhere to Health and Safety Policy, practices and instructions.
· Computer literacy including email, word processing, spreadsheets and databases.
· Confident user of collections management systems, digital scanners and cameras.
· Adaptable and flexible to respond to the varying demands of the post.

	Equalities
	· To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with B&HM’s Equalities Policy.

	Other Require-ments
	· The postholder will need to be able to lift and handle items from the collection on repetitive basis and over long periods of time
· Prepared to work in collections storage areas - environments with restricted space, fluctuating temperatures and which can be dusty.
· Commitment to acquiring awareness of current Health and Safety legislation as it applies to the area of policy and practice in their area of work 
· Awareness of the need to identify hazards and the ability to contribute to an assessment and management of the associated risks.
· Commitment to continuing professional development and a willingness to learn.
· To be available to respond to out-of-hours emergencies as part of the B&HM emergency response plan.



image1.png
" BRIGHTON

‘\ & HOVE
4. MUSEUMS




