Engagement Experience Activators CUL007
(Role Profile Museum Assistant)

BCP Pay Band 4

Directorate: Regeneration and Economy
Department: Destination and Culture
Role Purpose
To assist in the daily operations of the museum to ensure visitors have an enjoyable experience and to ensure the safety and security of the building and collections.
Accountabilities
· Welcome visitors to the museum to ensure that they receive a good customer service. This includes selling entrance tickets and supporting with access requirements, as well as providing general reception duties such as processing advance bookings and directing phone calls.
· Provide an effective Tourist Information Service and book accommodation and sell tickets to partner events and activities, if required, to meet customer needs.
· Provide visitors with information about the museum, including information about the collections and facilities, and assist in the delivery of events and activities, so that visitors can get the most out of their visit.
· Operate the museum shop to maximise income generated through retail sales. This involves stocking shelves, creating appealing displays, processing sales and cashing up in accordance with defined processes and procedures.
· Patrol the museum to check that the collections are safe and secure, and that facilities are clean and safe for all in line with defined procedures and standards. This includes reporting any identified issues or maintenance requirements so that they can be redressed.
· Clean the museum areas to ensure that cleanliness standards are met and that the museum is clean, welcoming and safe for visitors and undertake emergency cleaning when required.
· Document collections enquiries, offers of donation and loan material in line with practices, procedures and required standards.
Knowledge / Skills / Experience required
· Educated to A Level or NVQ Level 3 or equivalent.
· Experience of customer service.
· Knowledge of museum collections and history.
· Knowledge of policies, procedures and processes relating to the safety and security of the building and collections, and operations of visitor facing services.
· Ability to plan tasks and react to customer needs.
· Ability to communicate in a clear, efficient and polite manner.
Dimensions of role
· This role does not have any supervisory or management requirements.
· This role does not manage any direct budgets.
· This is a largely responsive role that will need to plan some tasks whilst reacting to and balancing customer needs.
Notes
Date: 01/02/2021
Working Conditions:
· Aspects of the role that have a material impact on the nature of the job, once all reasonable actions have been taken to moderate or eliminate them:
· The role spends most of their time standing and walking whilst on patrol and undertaking cleaning. They are also required to lift, push and pull and occasionally work in cramped spaces.
· Exposed to some temperature variations in display areas and storage rooms and light-controlled rooms for exhibits. They are also exposed to dust and cleaning products as they undertake emergency cleaning.
· Required to maintain concentration in the face of monotony whilst on patrol.
· Occasional need to deal with challenging behaviour from members of the public.
Working Arrangements:
· Works shifts including weekends and weekends, potential for evenings and unsociable hours.
