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Person Specification


POST TITLE:	Collections Officer
GRADE:	5
SERVICE: 	The Amelia Scott
	CRITERIA

	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE



	
Knowledge and practical experience of professional museum collections management, including object handling, collections care, acquisitions, disposals, loans and object movements.

Ability to work independently and exercise sound professional judgement in relation to collections management and care.

Experience of identifying, assessing and escalating risks to collections.


	
Experience using Collection Management Systems.

	Application form and interview

	QUALIFICATIONS/TRAINING
	
A degree or equivalent qualification in museum studies, heritage, history or a related subject, or relevant professional experience in the sector.
	
Professional qualification in Museum Studies or a related discipline.

	Application form and interview

	KNOWLEDGE


	
Good knowledge of museum professional standards and best practice, including SPECTRUM 5.1, and an understanding of relevant legal, ethical and accreditation requirements.

Experience of managing or delivering collections-based projects, with the ability to plan and organise work, manage priorities and meet agreed deadlines and budgets.

Experience of working with collections management databases and digital collections, ideally including MODES, with good IT and data management skills.

Experience of working with museum displays and exhibitions, including object rotations, display changeovers and collections care.

Ability to apply museum collections policies, procedures and professional standards in day-to-day decision-making.

Understanding of preventive conservation principles, including appropriate storage, handling, environmental monitoring and collections risk management.

Experience of maintaining accurate, consistent and auditable collections documentation and data.

	
Knowledgeable of MODES.
	Application form and interview

	PRACTICAL & INTELLECTUAL SKILLS

	
Strong IT skills. 

Attention to detail and accuracy.

Strong written skills. 

Good communication and interpersonal skills, with the ability to respond to research enquiries, engage with visitors and deliver talks and presentations.

Excellent organisational; and customer service skills.

Ability to undertake research using appropriate collections and documentary sources and communicate findings clearly.

	
	Application form and interview

	
DISPOSITION/
ATTITUDE

	
Professional, personable with an outgoing personality. 

A desire for continual improvement. 

Ability to work collaboratively with colleagues, partners and volunteers, including providing guidance and supervision, with a high level of attention to detail and organisation.

An interest in culture in its widest sense.
	
	Application form and interview

	SPECIAL REQUIREMENTS

	
Working Tuesday to Saturday to support increased public access to the collections, including facilitating research enquiries, reserve collection access, talks, volunteering opportunities and other engagement activities, while supporting Front of House operations and visitor experience.
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