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JOB DESCRIPTION 

	Job Title:	
	Graduate Collections Intern (World Cultures) 

	Reports to:	
	Curator (World Cultures)

	Department:
	Collections & Conservation


Purpose of the Job
The Graduate Collections Intern (World Cultures) is a 6-month part-time, fixed-term internship role, and is responsible for supporting the care, display and maintenance of the collections for the enjoyment of current and future visitors.
[bookmark: _Hlk198120113]The Graduate Collections Intern (World Cultures) is a funded position for an emerging museum professional to develop their skills, knowledge and professional experience through work-based learning, as part of the B&HM Collections Team, with a focus on the designated World Cultures collections. Their work programme will contribute to the care and management of the Brighton & Hove Museums (B&HM) collections and provide a platform for the dissemination of their learning through collections focussed engagement projects. 
The placement will operate across all B&HM’s sites, including collection stores.
Principal Accountabilities

1. To undertake collections management activities, including audit, inventory and cataloguing, following agreed B&HM policies and procedures and working to professional best practice museum standards, under the supervision of the Curator and Assistant Curator.
2. To support and collaborate with colleagues across B&HM with object moves that benefit the conservation, care and storage of the collections.
3. Improve record-keeping for object records, including movement, acquisition, entry information, and object/documentation history, on the collections database MimsyXG and images/reports on Digital Media Bank.
4. To work with the Curator to ‘decolonise’ Mimsy records, utilising a term list of accepted words and improving catalogue records to reflect decolonising perspectives, with particular reference to identified problematic objects and object histories. 
5. To develop a display and/or public engagement activity based on the activities and projects undertaken during the course of the internship, with support from the Curator and Assistant Curator.
6. To monitor a small budget relating to the engagement activity outputs.
7. To support work relating to other collections as directed by the Curator.

8. To record a diary of your work, keeping a photographic and written record of the projects you have worked on and what you have learned:
 - to provide quarterly updates to stakeholders on your placement experience,
 - to provide content for the Team’s Instagram account,
 - to produce a blog for the museum reflecting on the skills and experience gained throughout the internship,
- to be willing and able to present and discuss your work and professional 	development with visitors and patrons.
 
9. To be willing and able to present and discuss your work and professional development with visitors and patrons.

10. To be aware of new developments in the collections management profession, including Spectrum and the MA Code of Ethics, and attend training courses as necessary.

11. To assist with incident response as part of the implementation of emergency preparedness strategies.
 
General Accountabilities

To develop practices within the B&HM 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’s 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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PERSON SPECIFICATION

	Job Title:	
	Graduate Collections Intern (World Cultures) 

	Reports to:	
	Curator 

	Department:
	Collections & Conservation



	
	ESSENTIAL CRITERIA

	Job-Related Education, Qualifications and Knowledge
	1. To be strongly motivated to develop skills in collections management.
2. A degree [complete or near completion] in Anthropology or a relevant subject.
3. Knowledge of museum professional documentation standards and procedures (SPECTRUM) and of the requirements of Accreditation.
4. To demonstrate an interest in cultural heritage.


	Skills/Abilities
	5. An understanding of working with museum collections, and undertaking collections management activities.
6. An understanding of 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.
7. Good organisational and administrative skills. 
8. Able to work unsupervised on own initiative.
9. Ability to work to goals and deadlines. 
10. Able to carry out meticulous but repetitive tasks e.g. object documentation.
11. Excellent communication skills, both written and verbal.
12. Excellent team-working and inter-personal skills and the ability to support colleagues at all levels and across departments. 
13. Computer literacy including email, word processing, spreadsheets and databases.
14. Adaptable and flexible to respond to the varying demands of the post.
Be able to lift and carry objects safely and to be able to carry out physical work for extended periods.
Prepared to work in collections storage areas - environments with restricted space, fluctuating temperatures and which can be dusty.




	Other Requirements
	· To uphold and carry out the duties of the post with due regard to B&HM’s Equalities and Equality in Employment Policies.
· Be willing to undertake training to use the Museum’s collections management database 
· To be willing to undertake theoretical and practical training and apply this knowledge to your work.
· Awareness of the need to identify and manage hazards in the area of responsibility and the ability to contribute to an assessment and management of the associated risks.
· Commitment to continuing professional development and a willingness to learn.




	
	



image1.emf









