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JOB DESCRIPTION 
	Job Title:	
	Personal Assistant (Sighted Assistance) 

	Hours:	
	11 hours per week (Flexible timings)

	Salary:
	£15 per hour

	Location:
	Will work remotely and in person (mainly Brighton) in addition supporting MDO with site visits (primarily within the Kent and Surrey areas).



Purpose of the Job

To offer sighted assistance to the Museum Development Officer (Kent/Surrey) to enable them to fulfil their role. 

The Museum Development Officer (MDO) is part of the Museum Development South East (MDSE) team. It is a fast paced and extremely varied role, which concentrates on supporting the development of museums in Kent and Surrey. 

The MDO will also collaborate with MDSE colleagues, museums and other stakeholders.

Principal Accountabilities 

· [bookmark: _Hlk86913808]To adapt information to accessible formats and liaise with colleagues and organisers to make sure access needs are met. 
· To provide sighted guiding and description for wayfinding/orientation across B&HM sites and other venues/sites.
· To identify safe and practical routes and drive or accompany on public transport to other sites.
· To describe interpretation and visual materials of note such as signage, leaflets, artwork and displays across venues.
· To provide sighted support, note taking and minute taking for meetings, focus groups, events, conferences and training (in person and online).
· To provide IT support with Microsoft Office 365, including Teams and Shared drives.  
· To provide email inbox organisation and diary management, keeping a shared to-do list.
· To assist with completing paperwork such as filling out forms on paper and online, keeping records and receipts for expense claims.
· To provide sighted support to develop presentations and reporting. 
· To carry out research and data gathering as required.

[bookmark: _Hlk86920123]General Accountabilities

To develop practices within the Trust that uphold and develop the principles of the 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 B&HM 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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[bookmark: _Hlk86920218]PERSON SPECIFICATION
	Job Title:	
	Personal Assistant (Sighted Assistance)



	[bookmark: _Hlk87219803]
	ESSENTIAL CRITERIA

	Job related Education Qualifications and Knowledge
	· Familiar with the Equalities Act 2010 and the social model of disability
· Interest in working within the Arts and Heritage/Museum sector 


	Experience 
	· Experience in reading support and scribe note-taking 
· Experience of email, diary and document management


	Skills and Abilities 

	· Excellent administration & organisational skills 
· Excellent IT skills - Familiar with Windows 10 Microsoft Word, Excel and PowerPoint
· Demonstratable ability to research – desktop or in use of written materials and take notes. 


	Equalities 
	· To uphold and carry out the duties of the post with due regard to B&HM’s Equalities and Equality in Employment Policies.

	Other Requirements
	· Full clean driving licence 
· Ability to support financial reconciliation and complete Access to Work claim forms



	Desirable criteria
	· Demonstrate knowledge and experience of working with and/or for visually impaired people with understanding on how to provide sighted guiding and description
· Familiar with Supernova screen reader software and assistive technology for blind and partially sighted people and or ability to learn.
· Experience in facilitating in person and online training.
· Ability to support equality diversity and inclusive accessible design conversations and to adapt support style of communication as appropriate.




NB: Please be aware that the Personal Assistant will have access to sensitive information and the role will require confidentiality at all times. 
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