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MUSEUM ASSISTANT - JOB DESCRIPTION
	Post Title
	Museum Assistant

	Grade
	SCP 4 £13.05 per hour

	Hours of work
	1015 to 1545 every third Saturday as per rota

	Location
	Newark Town Hall Museum and Art Galley

	Accountable to
	Senior Collections and Exhibition Officer 

	Accountable for
	Volunteer Guides


Organisation Chart
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Job Purpose

· To welcome and engage our visitors on a Saturday to Newark Museum Town Hall Museum and Art Gallery 

To be responsible for
· The Volunteer Guides, 
· Opening and closing the Town Hall and museum displays
· Accident reporting

Duties & Responsibilities

1. Be key holders; open/close the Town Hall and deactivate/activate the intruder alarm.

2. Put out/away A-boards by the lift and be responsible for unlocking/locking 

3. Put on/off lights; opening/closing blinds.

4. Ensure that the Volunteer Guides have badges, keys and walkie-talkie.

5. Monitor the security of the displays.

6. Deal with Health & Safety matters: Fire Evacuation, First Aid, Accident Reporting.

7. Keep the galleries tidy, in particular the children’s activities and robes.

8. Attend training as required.

9. Provide cover if the other Museum Assistants are on holiday or off sick
10. Any other reasonable duties as instructed by Senior Collections and Exhibitions Officer. 
Please note you will be working with one other Museum Assistant per shift. 

This job description represents a statement of the duties of the post but does not include all minor duties.  It is inevitable that over time the nature of an individual job will change and existing duties may be lost or others gained without changing the general character of the duties or the level of responsibility entailed.  As a result, the Authority will expect this job description to be subject to revision.

It is the Authority’s aim to reach agreement to reasonable changes, but if agreement is not possible, management reserves the right to insist on changes to your job description after consultation with you.

The Council is committed to equal opportunities.  
Apply using application form emailed to post@newark.gov.uk by 12pm on 15th May

Interviews 21st / 22nd May at Newark Town Hall. 
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Senior Collections and Exhibitions Officer 





Museum Assistants x 5





Volunteer Guides 


x2 per Saturday
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