


 Hastings Borough Council

Job Description 						Date: July 2026

Job Title
Hastings Embroidery Exhibition Visitor Services Assistant

Directorate
Hastings Museum & Art Gallery

Grade
Grade 10

Reports to
Visitor Services Manager / Museum & Collections Manager

Location
Hastings Town Hall

Purpose of the Job
To provide welcoming and informative customer-focused service for all visitors to the Hastings Embroidery Exhibition at Hastings Town Hall. To maintain a secure environment for the Hastings Embroidery and ensure high standards of presentation and display.

Responsibilities
· To deliver a friendly, professional and efficient customer service creating a welcoming atmosphere for each of our visitors

· To follow Hastings Borough Council’s procedures with respect to security, health and safety requirements

· Maintain the security of the Hastings Embroidery exhibition and its visitors to a high standard through warding, condition checks and maintaining agreed procedures

· To clean the exhibition area, maintaining high standards of cleanliness and presentation

· Welcome visitors and respond to queries and requests for information


· 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 be 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. 

Job Title
Hastings Embroidery Exhibition Visitor Services Assistant

Directorate
Hastings Museum & Art Gallery

Essential Requirements

Qualification

1. GCSEs in English and mathematics at Grade 4/C or above, or equivalent qualifications or relevant demonstrable experience.

Experience
2. Experience of working in a visitor focused organisation.
3. Experience of providing a reception service and administrative duties.

Knowledge
4. Excellent customer care skills with a keen understanding of the customer’s perspective and expectations.

Personal Aptitude and Skills
5. Good numeracy.
6. Good communication skills. 
7. Excellent standard of customer care. 
8. Patient and tolerant of and responsive to individual needs.
9. Good IT skills.

Behavioural Approach
10. Enthusiastic.
11. Engaging and accessible to visitors.
12. Informative.
13. Flexible.
14. Calm under pressure.
15. Professional appearance and manner.

Further behavioural information can be found in our Behaviours 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
16. Able to carry out physical tasks such as moving objects and operating an evacuation chair

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
17. A customer care, first aid and/or health and safety qualification.

Experience
18. Interest in museum, heritage or culture. 

Knowledge
19. Operating a security system, cleaning and caretaking, building maintenance.




