
SEFTON MBC / COMMUNITIES DEPARTMENT
Job description:

Volunteer and Skills Development Officer 


Grade: 


F
Hours:



Part Time fixed term (2 years): 14.4 hours p/week  
Location: 
The Atkinson, Southport and other places of employment as may be required


Post No: 




Job Evaluation Number: 


Responsible To:

 Principal Manager: Museums and Galleries
Responsible For:
Volunteers, Work Experience and higher level student placements, Apprentices
JOB PURPOSE 
1. Support the running and development of successful volunteer programme at The Atkinson. The Volunteer Programme was launched as part of the Heritage Lottery Funded project to develop the museum and outreach activity and has been a popular addition to The Atkinson.
2. Be part of a team that supports the delivery of ambitious programmes of exhibitions, activities and displays within The Atkinson and across the borough, to deliver an excellent visitor experience and inclusive audience-focussed service.
3. Working as part of a multi-disciplinary team you will support the day-to day running of the Volunteer Programme aiding recruitment, development and management of volunteers across The Atkinson in accordance with best practice. 
4. Support organisational change in The Atkinson to become an integrated service and drive best value from our resources.
MAIN DUTIES
Programmes

1. Support the development of The Atkinson as a regional centre of excellence through its visual arts, heritage and inclusion programmes
2. Support the development of The Atkinson’s ambitious programmes of exhibitions and displays to meet agreed outcomes and ensure they attract target audiences
Audiences and Volunteering
3. Support delivery of The Atkinson’s vision and targets for audience development, community engagement and lifelong learning
4. Create opportunities for engagement
5. Monitor and evaluate volunteer performance and to give feedback when necessary
6. Support programmes of events, activities, workshops and talks to increase and widen audiences and increase visitors’ understanding of exhibitions and collections
7. Support school visits and other formal and informal learning opportunities at The Atkinson
Evidence and Advocacy
8. Build and maintain effective partnerships and communication with internal and external stakeholders including Sefton CVS, Edge Hill University and local collages

9. Support advocacy for the development of Sefton’s programmes and engagement offer
Inclusion
10. Help develop opportunities to attract under represented audiences as defined in our Audience Development and Inclusion plans, and help remove barriers to participation and engagement

11. Help ensure that exhibitions and activities are developed with a focus on the requirements of schools, families and groups who face barriers to participation

12. Look after and maintain the Volunteer Hub to provide a clear place for volunteers and staff to take breaks, have meetings or work

Partnerships
13. Support and work with internal and external partners to ensure projects make the greatest impact with target audiences; and to deliver a relevant, entrepreneurial and vibrant service
14. Work with teachers, community groups, voluntary groups and other public sector providers to develop new partnerships and maintain existing relations
Staff Development
15. Increase volunteer involvement in The Atkinson’s work

16. Support staff working with exhibitions and learning programmes, including volunteers and work placements
17. Provide sickness and annual leave cover for staff as required
18. Maintain professional awareness and personal development for self and others as appropriate and create training and development opportunities for volunteers
Operational Efficiency
19. Support the Principal Manager: Museums and Galleries and Operations team so that technical support is planned and delivered efficiently and effectively to meet the needs of the exhibitions and public engagement programmes, ensuring all deadlines are met
20. Use all internal systems effectively so that public engagement and operational teams can support programme delivery as required
Data & Information Management
21. Adhere to all Sefton Council Data Protection Policies
Sustainability
22. Contribute to The Atkinson’s ‘Green’ strategy including policies on recycling, reduction in energy and water consumption, green transport and collaborative procurement
23. Contribute to back of house cleaning as required
24. Any other duties commensurate with the grade of the post.

SPECIAL CONDITIONS
1. The Atkinson will be open to the public on some evenings and at weekends.  Therefore, its staff will be required to work at these times when it is necessary to meet the needs of the service.  This post requires flexibility to work unsocial hours.
2. Undertake, and participate in training, coaching and development activities, as appropriate.

GENERAL

1. This job description is a representative document.  Other reasonably similar duties may be allocated from time to time, commensurate with the general character of the post and its grading

2. All staff have a duty to take care of their own health and safety and that of others who may be affected by your actions at work.  Staff must co-operate with employers and co-workers to help everyone meet their legal requirements

3. The Authority has an approved equality policy in employment and copies are freely available to all employees. The post holder will be expected to comply, observe and promote the equal opportunities of the Council

4. Where the postholder is disabled, every effort will be made to support all necessary aids, adaptations or equipment to allow them to carry out all the duties of the job

5. The person appointed will be expected to work flexibly and the exact nature of the duties described above is subject to periodic review and is liable to change.
PREPARED BY:
David Tetlow, Principle Manager: Museums and Galleries, The Atkinson

DATE: July 2025
PERSON SPECIFICATION: VOLUNTEER & SKILLS DEVELOPMENT OFFICER
	PERSONAL ATTRIBUTES REQUIRED
	ESSENTIAL (E) OR DESIRABLE (D)
	METHOD OF ASSESSMENT

	Qualifications & Training

A good standard of general education, numeracy and literacy

A degree or equivalent qualifications in a relevant area of study or discipline


	E

D
	AF
AF & C

	Experience

Managing volunteer programmes: ideally in a museum, arts, cultural or heritage environment
Successfully supervising and developing other personnel, whether paid or voluntary

Working with community-based organisations and networks
Developing and delivering heritage projects to agreed outcomes

Delivering successful, exciting, creative learning and engagement programmes within a cultural environment
Establish, manage and develop partnerships with external organisations, locally or nationally

Supporting inclusive engagement projects in a cultural context

	E
E
D
D
D

D

D
	AF & I

AF & I

AF & I

AF & I

AF & I

AF & I

AF & I

	Skills/Knowledge/Aptitudes
Excellent written and verbal communication skills – able to communicate positively and effectively with staff, volunteers and partners
Excellent organisational and administrative skills, including word processing, databases, record keeping and report writing
Ability to think and plan creatively and operationally
Ability to lead, support and inspire volunteers to increase their skills and engagement

Capable of effective working as part of a multi-disciplinary team as well as on own initiative and under pressure

Excellent networking and facilitating skills

Proven track record of working on multi-partnership projects, building and maintaining effective relationships, to develop volunteering
A strong awareness of the needs of different audiences, particularly volunteers from a wide range of backgrounds and ages

Current knowledge of both the cultural volunteering and skills and training sector, including the Access To Work Scheme and modern apprenticeships
Understanding the role history and community heritage can play in enriching people’s lives
Experience of monitoring and evaluating projects

Practical understanding of best practice within exhibition making, including socially engaged practice
Practical understanding of best practice within museum and gallery education 

Computer literate with a willingness to learn new applications and technology as appropriate. 

Proven ability to meet deadlines through excellent time management skills and a flexible approach to problem solving 

Excellent written and oral communication skills, with experience in writing engaging copy for interpretation and publicity

Proven experience of implementing relevant Health and Safety requirements and practices.
Ability to support staff delivering projects

	E

E

E

E

E

E

E

E

D

D

D

D

D

D

E

D

E

E
	AF & I

I

I

I

I

AF & I

AF & I

I

AF & I

I

I

I

I

AF

AF & I

AF & I

AF

AF & I

	Special Requirements
The Atkinson will be open to the public some evenings, on 

Saturdays and some Sundays. Therefore, staff are expected to
work at these times when it is necessary to meet the needs of the
service.

A Flexible Working Agreement is in place, which allows for 
different hours to be worked each week as dictated by the 
programme. A time off in lieu (T.O.I.L.) system is in operation.

	E

E
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AF = Application Form

I = Interview

C = Certification


