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Person Specification


POST TITLE:	Documentation and Collections Assistant
GRADE:	2
SERVICE: 	The Amelia Scott
	CRITERIA

	ESSENTIAL
	DESIRABLE
	HOW IDENTIFIED

	EXPERIENCE



	
Proven track record of volunteering or working within the heritage sector (e.g., a museum or archive).



	
Experience using Collection Management Systems.

	Application form and interview

	QUALIFICATIONS/TRAINING
	
A heritage sector related degree or qualification.
	
Professional qualification in Museum Studies or a related discipline.

	Application form and interview

	KNOWLEDGE


	
Good working knowledge of registration, cataloguing and record management standards in use in heritage collections (SPECTRUM and ISAD(G)).

Knowledge and understanding of Collection Management Systems. 

Knowledge of digitising collections. 

A basic understanding of different types of object conservation in a heritage setting.

	
Knowledgeable of MODES.
	Application form and interview

	PRACTICAL & INTELLECTUAL SKILLS

	
Strong IT skills – M365 (Word; Excel; PowerPoint; Teams). 

Excellent attention to detail and accuracy.

Strong written and verbal communication skills. 

Excellent organisational; and customer service skills.
	
	Application form and interview

	
DISPOSITION/
ATTITUDE

	
Professional, personable with an outgoing personality. 

A desire for continual improvement. 

Strong team player.  

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

	SPECIAL REQUIREMENTS

	
Available to work weekends and occasional evenings as required.
	
	Application form and interview
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