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Job Description and Person Specification:  

St Mary Magdalene 800th Anniversary Project – 

Project Officer
Organisation: 

Museum of Richmond,

Old Town Hall

Whittaker Avenue, Richmond TW9 1TP

Tel: 020 8332 1141

Email: info@museumofrichmond.com for applications curator@museumofrichmond.com for questions
Job Type:
12-month contract, fixed term, part time.
Closing Date:
29/07/2018

Interview Date:
14/08/2018
Dates:
01/09/18 (or as close to that date as possible) to 30/08/19
Salary: 
£1,085 per month 
Responsible to: 
Curator and the Project Partners (The Board of Trustees of the Museum of Richmond and The Richmond Team Ministry) through the Project Steering Group and Working Group.
Responsible for:
Project volunteers

Employer: 

Museum of Richmond Company Limited


Hours: 
20 hours per week
Main Purpose:
To coordinate the research and delivery of the St Mary Magdalene 800th Anniversary Project and Exhibition
BACKGROUND
The St Mary Magdalene 800th Anniversary is a research and exhibition project that focuses on the historic Parish Church of Richmond. It has an emphasis on engaging local people, especially the congregation, and giving them the chance to get involved with local history. The resulting exhibition will be split between the Museum and Church sites (July 2019-January 2020) after which the panels will all be housed at the Church. The exhibition and associated resources will add to our understanding of the Church and its place in Richmond’s story. 
This post is funded by the Heritage Lottery Fund. The Project is funded by the Heritage Lottery Fund and Richmond Church Charity Estates. 
What is the project about?

The project will focus on the heritage of the Church of St Mary Magdalene during its 800th Anniversary celebrations. Themes will highlight architectural development, the Church’s social history and key personalities. The project will recruit eight Volunteer Researchers who are interested in developing their skills and knowledge of local history. Working Group members will train the Volunteer Researchers in research skills and help them to carry out research at a number of archives including Richmond upon Thames Local Studies Library and Archive and the Surrey History Centre. Another interesting aspect of research is the archaeological excavations, which are currently taking place as part of renovation works being carried out at the Church. 
The project will have the following outcomes:
· An exhibition (divided between the Museum and Church) that will explore the history of the Church of St Mary Magdalene through the themes of Architecture; Social History and Key Personalities. With a legacy at the Church after the temporary exhibition is closed. 
· Local people, including members of the congregation will have the opportunity to contribute to the content of the exhibition and develop their research skills by becoming Volunteer Researchers.
· Local people, including members of the congregation will have the opportunity to contribute to the content of the exhibition through participating in oral history interviews.

· An Audio Guide App that can be downloaded to mobiles and tablets, for use upon visiting the Church.
· An information booklet to accompany the exhibition, which can remain available and relevant as a publication for sale in the Church after the exhibition.
· A research pack of collated information to be deposited to the Richmond upon Thames Local Studies Library and Archive.

· A website of the research information to make the information gathered as accessible as possible for the public, including that information which cannot be incorporated into the exhibition. 

· School sessions and family workshops that include visiting the Church. Created and run by Museum Learning and Audience Development Officer and Richmond Team Ministry Youth Officer. 

KEY TASKS  
· Project Officer will report to the Curator and ultimately the Steering Group.
· To coordinate the project.
· To understand the research required for the project, with the advice of the Curator and Working Group, and coordinate and support the Volunteer Researchers.
· To undertake desk based research where required in order to complete tasks.  
· To attend regular meetings with the Working Group.

· To assist the Curator in the creation of the exhibition, including the translation of raw research into exhibition text and material that is accessible by visitors.  
· To develop the audio guide app for the exhibition using the Izi Travel App - the Museum has previous experience of using the app so can help.

· Assist a member of the Working Group in creating the booklet. 

· To develop content for the website and the hardcopy research pack.

· To provide the Curator with practical assistance with the mounting of the exhibition.
· Recruit oral history interviewees – with the help of members of the Working Group – and carry out oral history interviews. In addition, to transcribe, or work with volunteers to transcribe the interviews. 
· Work with the Curator and Working Group in the creation of marketing material for the exhibition, including Social Media posts. 
· To undertake other duties commensurate with the post. 
PERSON SPECIFICATION

	Qualifications / Training / Experience
	Desirable / Essential

	Experience carrying out research that make use of archives and archival material. 
	Essential

	Experience of relevant project coordination and delivery 
	Essential

	Experience in administration and in using Microsoft Office. 
	Essential

	Experience managing volunteers.
	Essential

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

	A Master’s degree in History, Museums, Architectural History or a Heritage related subject.
	Desirable

	Experience communicating with a variety of stakeholders.
	Desirable

	Experience of conducting and transcribing oral history interviews.
	Desirable

	An understanding and knowledge of Church history.
	Desirable

	Experience of writing exhibition text.
	Desirable


Personal Skills 

· Has strong research skills.

· Has worked with volunteers. 
· Has an outgoing personality and an ability to engage with a variety of different people.  
· Has excellent time management skills.

· Is able to work independently and has team working skills. 
·  Is an excellent communicator, verbal and written.
· Is able to work closely with the Curator, Learning Officer and also with members of the Working Group and Steering Group, stakeholders and outside agencies when appropriate.
· Is organised and methodical in approach to work, with an eye for detail.
· Has a broad knowledge of history, with an interest in local history and awareness of its value to a local community.
CONTRACTUAL OBLIGATIONS

This post is a twelve-month contract.


The candidate must be available to work occasional evenings and weekends to support events. 

HOW TO APPLY
To apply please go to http://www.museumofrichmond.com/get-involved/jobs/ and download the Project Officer Application Form. Complete the Application Form, including two professional references and submit electronically, along with a covering letter, via email to info@museumofrichmond.com  by 29 July 2018.
This project is supported by:
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and Richmond Church Charity Estates. 
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