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Job Description

Post Title:
   Collections Officer

Service:

The Amelia Scott
Grade:

5
Responsible To:

Collections Manager
Job Summary:
To play a key role: in overseeing and developing The Amelia’s collections, ensuring their care, accessibility and interpretation through collections-based projects, rationalisation, acquisitions, loans and other collections management activities. Working with colleagues, partners and volunteers to manage the collections in line with professional standards and The Amelia’s policies, while coordinating and maintaining the permanent galleries, including object rotations, display changeovers and collections care. Supporting public access to and engagement with the collections through research enquiries, exhibitions, talks, presentations and other activities, while contributing to the wider work of the Culture Service and supporting The Amelia’s accreditation requirements.
Main Activities:

1. Oversee the permanent galleries, including object rotations, display changeovers and collections care, ensuring displays are maintained to appropriate standards.

2. Supervise collections-based projects, ensuring they are delivered to agreed timescales and budgets, evaluated appropriately and meet professional standards.

3. Lead the rationalisation of The Amelia’s heritage collections and support collections management activity with partner organisations across the Borough.

4. Contribute to the ongoing work of the Collections Team and the wider Culture Service, including supporting The Amelia’s Arts Council Accreditation and other relevant accreditation requirements.

5. Follow and promote appropriate collections management procedures, including acquisitions, disposals, loans, object movements and location control, in accordance with SPECTRUM 5.1, ISAD(G) and The Amelia’s Collections Management Plan.

6. Seek and support opportunities for grant funding, donations and sponsorship for collections-based projects in line with organisational priorities.

7. Support digitisation and access to the collections, including basic image editing, responding to research enquiries, facilitating public access to reserve collections, and delivering talks and presentations.

8. Supporting engagement and learning events, temporary exhibitions and other public programmes, while providing excellent customer service and contributing to a welcoming experience for visitors.

9. Managing and supporting volunteers and student placements involved in collections work and programme delivery, including creating opportunities for participation by young people and other audiences who are better able to engage at weekends.

10. Contributing to the security of the premises and collections, including acting as a keyholder and regular Duty Manager, with shared responsibility for opening, closing and responding to out-of-hours emergencies.

11. To be aware of and exercise personal and corporate responsibilities under the Health and Safety at Work Act and other related matters.
12. 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.
13. 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.

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.
