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Learning and Audience Development Officer
 Fixed term post to cover a maternity leave

Job Description and Person Specification:

Organisation: 

Museum of Richmond,

Old Town Hall

Whittaker Avenue, Richmond TW9 1TP

Tel: 020 8332 1141

Email: curator@museumofrichmond.com
Job Type:
Full time. Up to six months to cover a maternity leave
Salary: 
£25,000
Responsible to: 
Curator (line manager) and the Board of Trustees of the Museum of Richmond.
Responsible for:
Volunteers, other Museum staff in the Curator’s absence.


Employer: 

Museum of Richmond Company Limited


Hours: 
36 hours per week (including alternate Saturdays for which time in lieu is given)

Main Purpose:
To organise and deliver the Museum’s learning programme to schools and other audiences.  

To assist in promoting, developing and monitoring the Museum’s services to the community.


KEY TASKS  
LEARNING
· To deliver and promote the Museum’s learning programme to primary, secondary school, home school and college groups. Develop new sessions and resources and increase the number of schools currently visiting the Museum.
· To devise and deliver sessions and resources for children, young people and adults relating to temporary exhibitions at the Museum, local and national anniversaries and national Museum initiatives.
· To organise the loan, maintenance and development of the Museum’s ‘Discovery Boxes’.
· To devise, organise, advertise and deliver holiday and Saturday informal learning activities and workshops for children and families.
· To devise, deliver and promote outreach learning services to schools and adult groups, where appropriate.
· To apply for funding for specific learning events, programmes or materials where applicable.
· To carry out all administrative duties, including record keeping, invoicing, and coordinating with external organisations relating to the running of the Museum's learning programme.
· To manage the Learning budget.
· To coordinate work experience and placements from schools, colleges and sixth forms.
AUDIENCE DEVELOPMENT

· To maintain and develop all contact lists associated with the Museum, including all postal and email. 
· To assist with the organisation and booking of speakers, ticket sales, venues, catering, AV equipment and publicity material for large events.
· To organise the Museum’s small scale events such as Museums at Night and regular poetry sessions and also organise, with the Curator, the attendance of the Museum at regular local events such as Richmond May Fair. 
· To respond to visitor enquiries at the Museum, over the phone and through the Museum email address.
· To coordinate dissemination of all Museum marketing, press releases and listings information.
· To contribute to the Museum newsletter and organise distribution to Museum Supporters.
· To manage and update the Supporters database and act as the first point of call for membership queries.
· To maintain and develop the Museum’s social media presence, creating an appealing programme of online engagement. 
· To monitor and update the Museum’s website on a regular basis, alongside the Curator.
· To monitor and update signage in the Museum and Old Town Hall building, alongside the Curator.
· To organise the gathering, collating and recording of statistics about Museum visitors via user surveys or other appropriate means, resulting in the creation of an annual report.
· To attend courses and conferences related to the Museum Officer’s duties and professional development, where appropriate.
· To share and enhance good practice at the Museum through interaction with similar institutions.
· To undertake an annual risk assessment for staff and visitors at the Museum. 
SHARED TASKS
· To manage and deliver the Museum's services, in the absence of the Curator.
· To support the Curator in the undertaking of general Museum projects.
· To be responsible for the Museum's interns, volunteers, work experience students, consultants and temporary workers, in the absence of the Curator.
· To be responsible for key-holding for the Museum, including alarm-setting.
· To provide practical assistance, where required, with the mounting of exhibitions, provision of special events and general upkeep of the Museum premises.
· To ensure the provision of a good visitor experience and high quality customer care in areas where he/she is responsible.
· To maximise visitor attendance at the Museum in areas where he/she is responsible.
· To maintain and develop productive relationships with partners involved in the provision of the Museum's services, including the London Borough of Richmond upon Thames, and also with external partners at local, regional and national levels.
· To advise the Board on matters relating to the areas of the Museum for which he/she is responsible. 
· To support the Curator in ensuring that the Museum maintains the requirements demanded to retain its status as an Accredited Museum. This includes the creation of appropriate documentation such as a Learning Plan, Safeguarding Policy and Access Policy. 
· To ensure that the Museum meets its Service Level Agreement, in areas where he/she is responsible, as a condition of any local authority grant.
· To comply fully with the Museum's Equal Opportunity Policy.
· To undertake other duties commensurate with the post. 
PERSON SPECIFICATION

	Qualifications / Training / Experience
	Desirable / Essential

	A Bachelor’s degree in History, History of Art, Archaeology or other appropriate degree or similar qualification.
	Essential

	A Master’s degree in a Museum, Heritage or Learning related subject.
	Desirable

	First Aid training. Either has or is willing to undertake.
	Essential

	Experience of carrying out learning sessions in the context of a museum, school, library or heritage organisation.
	Essential

	Experience in organising and marketing a programme of events. 
	Desirable

	Experience communicating with a variety of stakeholders. 
	Essential

	Experience in gaining feedback and surveying. 
	Desirable

	Experience in administration and in using Microsoft Office. 
	Essential

	Experience using Wordpress to manage a website and or Mailchimp to manage mailing lists/newsletters.
	Desirable


Personal Skills 

· Has outgoing personality and an ability to engage with a variety of different people.  
·  Is an excellent communicator with the ability to carry out the tasks detailed in the job description and to promote the Museum with flair and energy.
· Is able to work independently to a high standard. 
· Is able to work closely with the Curator and with members of the Board, stakeholders and outside agencies and schools when appropriate.
· Is organised and methodical in approach to work, with an eye for detail.
· Has knowledge of a broad spectrum of historical periods
and subjects.
· Has knowledge of the current National Curriculum.
· Has interest in local history and awareness of its value to a local community.
CONTRACTUAL OBLIGATIONS

This fixed term post is to cover the maternity leave of the current post holder from Thursday 2 January 2020 for up to six months. 

Availability to work one Saturday in two for which time off in lieu will be granted, and occasional evenings as required. 

This post is subject to an enhanced DBS check.
Date: August 2019
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