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Job Description and Person Specification


Last Updated
April 2026

Job Title
Outreach and Engagement Officer

Service Area
Place and Development

Grade
Grade 6

Reports to
Museum and Collections Manager

Location
Hastings Museum and Art Gallery

Purpose of the Job
The Outreach and Engagement Officer role is a face-to-face position to engage and build long-term, sustainable relationships with Hastings’ communities, ensuring residents and visitors alike can engage in, enjoy, and shape the rich cultural opportunities of the town and that they’re accessible to all communities. The role will ensure that community groups feel represented within the museum through activities that are well-researched, relevant, co-created with community partners, and linked to collections and local heritage. The role will enhance visitor experience through tailored outreach, digital programmes, and engaging events. The role will develop new relationships with communities that do not currently engage with the museum.


Job Description
Main Responsibilities
· Strengthen Hastings Museum & Art Gallery’s relevance to local priorities including education, creative health, climate change and community identity by partnering with community organisations to embed two-way learning and engagement with under-represented communities, young people, families, schools, older people and non-visitors 

· Expand the museum’s reach and engagement with people who don’t usually visit museums, addressing socio-economic and physical barriers, skills development and heritage accessibility through hands-on family activities, citizen science projects, reminiscence sessions, and climate-focused workshops

· Work closely with colleagues, partners, the museum’s Community Panel and volunteers to deliver the museums National Portfolio and business plan outcomes by building new community partner relationships with health, education, youth employment services and charitable organisations working in the community 

· Deliver heritage-based workshops in primary and secondary schools 

· Develop and deliver a digital engagement programme to extend audience reach beyond physical visitors, attracting new demographics and supporting hybrid learning models

· Work with the Museum Learning and Engagement Officer to explore ways to connect outreach efforts with the Museum’s formal learning programme. Also work with other curators on the Museum team to seek opportunities to embed and design engagement within the ongoing Museum programme and exhibitions.

· Assist in the development and implement a marketing and promotion plan for museum and heritage in Hastings

· Proactively increase income potential across HMAG’s learning and engagement services

· 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


General Responsibilities
· 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. 
 
· All employees will ensure that duties and services provided are in accordance with the Council’s climate change strategy and action plan.

· 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 be required. Therefore, the above list of key result areas in this job description should not be regarded as exclusive or exhaustive.

The Council may, at any time and if relevant to the post, require a Basic, Standard or Enhanced DBS (Disclosure and Barring Service) Check to be carried out. An enhanced check provides details of a person’s convictions, cautions, reprimands and warnings held on the Police National Computer. In addition, it includes a check of the relevant barred list and any locally held police force non conviction information considered relevant to the job role, by the relevant Chief Police Officer(s). Please see below Person Specification if a DBS check is required for this post. 
The information received from the DBS service will be kept confidential and the information will be objectively assessed to establish whether you are suitable for the position. We will ensure that conviction information is not misused and that ex-offenders are not treated unfairly. 
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
Outreach and Engagement Officer
Essential Requirements
Qualification
1. Significant experience of working with communities through outreach and engagement, preferably within a museum or cultural organisation. 
Experience
2. Experience in teaching or community-based work with specific groups like families, young people and under-represented communities
3. Proven ability to create and deliver outreach initiatives, workshops, and public events with sensitivity to participants’ emotional and social wellbeing/circumstance 
4. Experience of recruiting, managing and supporting volunteers
5. Demonstrated experience of building and embedding partnerships with community groups and organisations 
6. Experience of projects that encourage participation and dialogue with the local community, stakeholder groups and volunteers.
Knowledge
7. Ability to manage projects, budgets and evaluate the impact of activities
8. Excellent IT skills and a proven ability to learn new applications
9. Proven experience of meeting tight deadlines whilst maintaining agreed standards.
Person Aptitude and Skills
10. Excellent interpersonal, written and verbal communication, including use of social media and digital platforms
11. Works well as part of a small, dynamic team
12. Excellent attention to detail and accuracy
13. Excellent organisation skills to meet demanding deadlines 
14. A working knowledge of safeguarding policies around working with children and vulnerable adults
Behavioural Approach 
15. Self-motivated and highly organised 
16. Practical with a ‘hands on’ approach to working
17. Good problem solver who can adapt to changing requirements



18. 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
19. [bookmark: _Hlk526804403]Flexibility with working hours will be necessary as there are occasions when the post holder will be required to work some evenings and weekends
20. Able to carry out physical tasks such as moving objects and collection displays
21. Travel to and working on-site is an essential part of this role

DBS Check Requirements
Due to the nature of this role, this position requires an Enhanced DBS check. 

Desirable Requirements
Qualification
22. Experience in a museum, gallery, heritage, or educational setting is highly desirable
23. Excellent knowledge of collections management, care and handling including but not limited to cataloguing and documentation
24. A good understanding and knowledge of Hastings and community needs, opportunities and challenges
25. A relevant degree (e.g. education, history, museum studies or public health, etc)
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