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Job Description

Post Title:
   Documentation and Collections Assistant

Service:

The Amelia Scott
Grade:

2
Responsible To:

Collections Manager
Job Summary:
To play a key role in supporting effective collections care through accurate documentation, registration and location control, contributing to digital collections management and wider collections activities, including projects with external partners and volunteers. Supporting the planning and delivery of collections care activities both on and off site to promote the long-term preservation, accessibility and responsible management of the collection, while assisting with collections-related enquiries and customer service for visitors, researchers, volunteers and other external users.
Main Activities:

1. Maintain accurate collections documentation and records, including object locations, to support the care and accessibility of The Amelia’s collections.
2. Process acquisitions, disposals, loans and object movements in line with SPECTRUM 5.1 standards and museum procedures.
3. Support collections care, including environmental monitoring and the recording and reporting of relevant data.
4. Support digitisation work, including data entry, photography and image management, metadata and maintaining accurate digital records.
5. Provide practical assistance with exhibitions and display changeovers as required.
6. Respond to collections enquiries and provide a welcoming and professional service to visitors, researchers, volunteers and other users of The Amelia and its collections.
7. Supervise and support volunteers and student placements working with the collections, providing guidance and ensuring that agreed procedures are followed.
8. Support other teams and external partners with a range of activities and projects, both on and off site, including Engagement events.
9. To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.
10. To be aware of and have an understanding of the Council’s Safeguarding Policy and corporate responsibilities in relation to the safeguarding of children and adults at risk. 
11. To be available for work on weekends (generally once a month).
NB
This job description is not intended to be an exhaustive list of all the tasks and responsibilities of the post.  In line with Service needs, some tasks may need to change, and any changes will be made in consultation with the postholder.
