Hastings Borough Council

Job Description 

Date: July 2024
Job Title

Collections Access Officer
Directorate

Regeneration and Culture
Grade
Grade 7

Reports to

Museum & Collections Manager
Location
Hastings Museum & Art Gallery
Purpose of the Job

To work with the Collections & Engagement team to document the collections to SPECTRUM 5.0 standards to support community engagement activities and the wider work of the museum.
Responsibilities
· Work closely with colleagues, partners and volunteers to deliver the museums National Portfolio and business plan outcomes
· Work with colleagues to resolve documentation discrepancies and enhance the information contained on the Collections Management System (Modes) ensuring objects have been accurately located, photographed and labelled. Particular focus will be given to working with our web provider to deliver our updated collections webpages and standardise object recording.
· Support access to collections information to assist with engagement activities, outreach, community projects and the wider work of the museum
· Support colleagues on cataloguing new acquisitions and managing disposals, inward and outward loans
· As required, assist with the facilitation and supervision of researchers, trainees, volunteers, placements and external contractors

· As required, update the museum’s website and social media accounts maintaining and contribute to policies and plans such as emergency planning, collections information, etc. 

· Participate in an annual performance appraisal based on agreed objectives that are linked to the Council’s corporate objectives and priorities.

· Ensure that all duties and services provided are in accordance with the Council’s Equalities and Diversity policies and procedures.

· To comply with individual responsibilities, in accordance with work role for health and safety in the workplace
· Ensure that all duties and services provided are in accordance with the Council’s Child and Vulnerable Adult Protection policies and procedures.
· All employees may be called upon to assist with a range of elections duties for the Council on an occasional basis when elections are called. Participation in elections duties is subject to the terms and conditions as determined from time to time by the Returning Officer or Central Government. 
· Undertake such other duties and tasks appropriate to the grade and character of work such as changes in information systems and new technology as may reasonably required.  Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The key result areas to this post are set out in this job description.  It should be noted that the Council reserves the right to update the job description from time to time to reflect changes in or to the post after consultation about any proposed changes.  Significant permanent changes in duties and responsibilities will require revisions to be made to this job description.

Person Specification

Job Title

Collections Access Officer
Directorate

Operational Services
Essential Requirements

Qualification
1. At least 3 years’ experience of working with museum documentation and collections.
Experience

2. Demonstrable experience of using a collections management system, such as MODES Complete and / or MODES Admin and object recording/cataloguing
3. Experience of handling, labelling and digitising historic objects.
4. Experience of loan and disposals administration and contract management
5. Experience of projects that encourage participation and dialogue with the local community, stakeholder groups and volunteers.
6. Proven experience of meeting tight deadlines whilst maintaining agreed standards.
Knowledge
7. Excellent knowledge of current national standards of collection care and documentation, a comprehensive understanding of SPECTRUM standards.
8. Knowledge of collections management methodologies.
9. Excellent IT skills and a proven ability to learn new applications
Personal Aptitude and Skills
10. Excellent interpersonal skills and capacity for team working
11. Excellent attention to detail and accuracy
12. Excellent organisation skills to meet demanding deadlines 
Behavioural Approach

13. Self-motivated and highly organised 

14. Practical with a ‘hands on’ approach to working
15. Good problem solver who can adapt to changing requirements
16. Satisfactory attendance record (normally less than 5 days absence in a year) but taking into account individual circumstances
Further behavioural information can be found in our Staff Competency Framework which is included in this pack.  Interviews will include competence-based questions and our managers are appraised against the framework as part of our performance management process.

Circumstances

17. Flexibility with working hours will be necessary as there are occasions when the post holder will be required to work some evenings and weekends

18. Able to carry out physical tasks such as moving objects and collection displays
19. Travel to and working on-site at our new off-site collections storage facility 
The above qualities will be assessed in the first instance on the application form and again at the interview stage if selected.

Desirable Requirements

Qualification

20. A museum studies or information systems qualification.
