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	Reports to:
	Team Leader – Visitor Services
	

	Employee Supervision:
	None
	Grade:
	4
	Profile Ref:
	91136 

	Purpose of the Post

	To deliver front line services for visitors to the museum venues.

	Responsibilities

	· Welcome visitors to the museums and archives, performing reception duties and stewarding.

	· Lock and unlock buildings and galleries including setting and unsetting alarms as directed and attend call outs with security contractor if needed.

	· Prepare the venues for opening ensuring clean and tidy and that all equipment is in working order.

	· Sell, display and pack retail items including event tickets and promote current initiatives / events to customers. Bank monies following financial procedures as requested.

	· Answer enquiries about the service and collections in person, email, letter and on the telephone and promote the venues and what’s on to customers 

	· Keep accurate records of data e.g. visitor figures and feedback.

	· Provide assistance with installation and dismantling of exhibitions and other housekeeping as directed.

	· Undertake routine collections tasks such as retrieval of documents or objects, scanning, wrapping, tagging, boxing and simple cataloguing.

	· Provide assistance with the setting up and delivery of drop-in activities for families in the galleries and delivery of events including private hires and group tours / visits.

	· Use security and communications equipment as necessary and follow emergency procedures as appropriate.

	· Report defects and assist with workplace inspections and daily checks; place orders for goods and services as requested

	· Operate the museum equipment and exhibits as required e.g. mill, boilers, range following service procedures and carry out duties in the parkland if required e.g. bin and car park machine emptying.

	· Uphold Health & Safety and other relevant regulations in the workplace. 

	· Undertake any other duties commensurate with the role as required by management.

	Education and Training
	Measure
	Rank

	· Level 1 qualification.
	A / C
	E

	· Willingness to undertake training in archive, museum and customer services matters.
	A / I
	E

	· Willing to undertake training and continuous professional development in connection with the post.
	I
	E

	Relevant Experience
	Measure
	Rank

	· Experience of working in a customer focused environment.
	A / I
	E

	· Experience of working in a retail environment.
	A / I
	D

	General and Special Knowledge
	Measure
	Rank

	· Knowledge of the basic principles of museum or archives sector.
	A/ I
	D

	· Knowledge of the local area and visitor attractions.
	A / I
	E

	· Interest in local heritage.
	A / I
	E

	Skills and Abilities
	Measure
	Rank

	· Able to follow basic financial procedures.
	A / I
	E

	· Able to maintain basic records.
	A / I
	E

	· Able to work with Microsoft packages.
	A / I
	E

	· Good communication and interpersonal skills with the ability to communicate clearly with members of the public, other employees and external organisations.
	A / I
	E

	· Able to stay calm in an emergency.
	A / I
	E

	· Able to work effectively and flexibly as part of a team.
	A / I
	E

	Additional Requirements
	Measure
	Rank

	· Willing to work flexibly in accordance with policies and procedures to meet the operational needs of the council including regular out of hours work.
	A/I
	E

	· Work in accordance with the council's values and behaviours.
	I
	E

	· Able to undertake any travel in connection with the post.
	A/I
	E


