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JOB DESCRIPTION 

	Job Title:	
	Curator 

	Reports to:	
	Head of Collections Management

	Department:
	Collections & Conservation



Purpose of the Job
The Curator will be the champion for the collections. They will implement effective and sustainable systems for managing the collection and its related resources and information. 
The role exists to ensure collections, and their associated information, are accurately recorded, effectively managed, preserved and developed in accordance with professional standards, organisational priorities and stakeholder requirements, to support their long-term sustainability and relevance.
In consultation with colleagues, the Curator will carry out improvements to documentation, storage and collections care. The Curator will work to improve internal and external access to the collections enabling their use in research and display, in accordance with the aims and objectives of B&HM. They will be identifying opportunities to strengthen, rationalise and enhance collections for the future. Dynamically managing the collections through active programmes of acquisitions, loans and rationalisation. Ensuring collections and their associated knowledge remain accessible, meaningful and sustainable for current and future audiences.
The post-holder will operate across all B&HM’s sites, including collection stores.
Principal Accountabilities

1. To manage accurate records of the collection in the collections management system, and undertake the administration of loans, acquisitions and disposals to professional collections management standards.

2. To organise and maintain accurate collections records for security, insurance and audit purposes, including the valuation of collections.

3. To advise senior leadership on the augmentation and rationalisation of the collections

4. To collate, organise, record and digitise or disseminate, where appropriate, any research or resources relating to the collection, in order to improve access and interpretation of the collection, both on and off-site and online.

5. To manage relevant enquiries from the public, researchers, colleagues and partners and to facilitate and supervise safe and secure access to objects in the collection by internal or external parties. 

6. [bookmark: _Hlk83718099]To monitor the condition of the objects in the collection, co-ordinate related resources and deliver projects in conjunction with specialist colleagues, and external advisors as required that improve the long-term care of collections.  

7. To recruit, train, develop and line manage members of the curatorial team and/or project staff within a performance management framework, and supervise placement staff, volunteers and contractors working with collections. 

8. Collaborate with colleagues in learning and community engagement to develop and deliver learning, outreach and activities that increase engagement with collections. 

9. In liaison with colleagues, to undertake commercial and fund-raising activities, and to cultivate relations with external partners, specialist groups and cultural institutions in relation to the collections, as appropriate. 

10. To contribute collaboratively with B&HM colleagues to devise, initiate, research, organise and evaluate displays, exhibitions and digital initiatives to engage target audiences with the collections. Providing the collections research, documentation and coordination needed for successful delivery 

11. To be responsible for carrying out Risk Assessments and ensuring implementation of and adherence to safe systems of working practice.

12. To undertake delegated budgetary responsibilities and financial management as agreed.
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 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.

Brighton & Hove Museums
PERSON SPECIFICATION

	Job Title:	
	Curator 

	Reports to:	
	Head of Collections Management

	Department:
	Collections & Conservation



	
	CRITERIA

	Job Related Education, Qualifications and Knowledge
	Essential

	1. A degree in a relevant subject or an appropriate professional qualification or a substantial and comparable level of working with collections in a museum environment. 
2. Knowledge of current professional guidelines, policies and museum sector initiatives, including Accreditation.
3. Knowledge of museum professional documentation procedures (SPECTRUM).
4. Knowledge of collections care issues and preventive conservation

	
	Desirable
	· Awareness of GDPR, data protection, rights management and other issues relating to use of personal information held in the collections. 
· Awareness of new technologies in developing access to museum collections.

	Experience
	Essential

	5. Demonstrable practical experience, and enthusiasm for collections management 
6. Strong understanding and experience of applying collections procedures, undertaking documentation and using collections management systems. 
7. Experience of supervising staff, work placements and volunteers 
8. Experience of planning and project managing collections projects

	
	Desirable
	· Experience of line management and working to a performance management framework
· Experience of engagement work relating to museum collections (outreach, learning, programming, exhibitions/displays etc).
· Evidence of a personal commitment to developing access to museum collections.
· Experience of presenting compelling proposals and key messages to stakeholders and decision-makers

	Skills/Abilities






	Essential

	9. Evidence of organisational and administrative skills.
10. Evidence of IT skills and ability to follow instructions.
11. Evidence of good written and verbal communication skills.
12. Excellent interpersonal skills, evidence of good team-working abilities, with the ability to work with a wide range of people, of all ages and backgrounds, both staff and public.
13. Ability to work under pressure, independently and be self-motivated. 
14. Ability to implement systems for managing meticulous but repetitive tasks 
15. Flexible and adaptable approach, evidence of ability to respond to changing priorities and organisational needs.
16. Ability to work to tight deadlines and deliver projects on time. 

	
	Desirable
	· Ability to solve complex collections documentation and information management challenges through effective research and critical thinking, drawing reasoned conclusions from limited information.

	Equalities 
	Essential

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

	Health & Safety and Other Requirements
	Essential
	18. To be able to handle and move items from the collection safely and appropriately.
19. Ability to manage, adhere to and demonstrate commitment to understanding current Health and Safety legislation as it applies to the area of policy and practice as it applies in their area of work.
20. Awareness of the need to identify and manage hazards in the area of responsibility and the ability to contribute to the assessment and management of the associated risks.

	
	Desirable
	· A willingness to learn 
· Commitment to continuous professional development and keeping knowledge and skills up to date 
· To be available to respond to out-of-hours emergencies as part of the B&HM emergency response plan.
· Willingness to work weekends and evenings as required for the role
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