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Culture Coventry Trust
Herbert Art Gallery & Museum
Jordan Well
 Coventry
 CV1 5QP
JOB DESCRIPTION
	Job Title:
	Facilities & Collections Access Assistant

	Reporting to:
	Collections Manager

	Responsible for:
	Supervision of volunteers, contractors




SCOPE
Coventry Sports Foundation and Culture Coventry are independent organisations who work collaboratively through CV Life, so that this Job Description as a CV Life document extends to cover the employment contracts held with either Culture Coventry Trust or Coventry Sports Foundation.

OVERALL PURPOSE AND OBJECTIVE OF THE ROLE
· To support the day-to-day running and facilities management of our offsite collection stores, with particular focus at the store where the Transport and Social and Industrial History collections are held.
· Working with the Facilities and Collections teams to implement Health and Safety procedures required for working onsite.
· To supervise contractors and volunteers ensuring safe working practices are adhered to.
· To support the move of Culture Coventry’s collections currently in off-site storage to the new Collections Centre in Coventry’s former Ikea building, including supporting, logistics and access around the preparation and movement of collections. 
· To work across all CV Life cultural venues as required.

MAIN DUTIES OF THE ROLE

1. To maintain appropriate health and safety standards throughout, ensuring safe working practices are followed. 
2. To identify and order equipment and PPE as appropriate, including liaising with contractors. 
3. To act as a key point of contact with contractors working on the collection move, including facilitating access to the offsite stores.
4. To support the preparation of collections to move to the Collections Centre, which includes audit, cleaning, packing and movement. 
5. To support the team in accessing collections, involving use of lifting and moving equipment including operation of a forklift, pallet trucks etc for which full training will be given. 
6. To support the planning and delivery of the transfer of collections to the Collections Centre, ensuring that proper standards of care are maintained.
7. To ensure that collections are stored in an organised, efficient and appropriate manner in the new Collections Centre. 
8. To supervise volunteers working on the move to the Collections Centre, ensuring they are fully briefed on their roles and responsibilities and monitoring their performance.
9. To assist the collections team in the collection and monitoring of performance indicators and statistics relating to the move to the Collections Centre.  
10. To work with marketing staff to promote the collections and the move to Collections Centre 
11. To act as part of the response team for Culture Coventry’s Emergency Response Plan. 

This Job Description is neither exhaustive nor exclusive and may be reviewed and updated depending upon operational requirements and staffing levels.

RESPONSIBILITIES FOR ALL EMPLOYEES
· To embrace and lead by example on the Company’s key values of PRIDE, PASSION and PURPOSE or those that might at any time be subsequently re-defined.
· To support the Company’s commitment to providing a safe environment for children, young people and vulnerable adults, ensuring awareness of the Company’s Safeguarding Policy, Procedures and Practice Guidance, and to be vigilant, reporting any safeguarding concerns without delay. 
· To undertake all duties and fully comply with all of the Company’s general standards and those relating to the specific requirements of the role.
· To take care of their own health and safety and that of others who may be affected by their actions at work, and to co-operate with health and safety matters to help everyone meet their legal requirements.
· To co-operate with managers and colleagues to ensure environmental responsibilities are complied with.
· To carry out tasks at a range of sites that are either operated or managed by the Companies / Trusts or where services are delivered by the Companies / Trusts 
· To be involved in any aspects or opportunities for sharing of good practice, expertise and responsibilities within the Companies / Trusts. To generally help promote the work and public image of the Companies / Trusts, always maintaining high standards of customer service and personal appearance. 
· To attend and fully engage with all internal training and development requirements and opportunities, and maintain such qualifications as required by the demands of the role.
· To interact positively with customers adopting a friendly and professional approach at all times.
· To comply with the General Data Protection Regulations when dealing with, maintaining, sharing and storing information.
· To undertake other duties as specified, which are appropriate to the qualifications, experience and general level of the post.
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PERSON SPECIFICATION
Essential Personal Attributes
· Good practical and manual handling skills 
· Good problem solving skills
· Good communication skills both written and verbal 
· Good teamworking skills
· Ability to work independently and on own initiative
· Logical and thorough with attention to detail
· Good planning and organisational skills
· A flexible approach to work and willingness and ability to work outside standard hours on occasion

Essential Knowledge and Experience
· Knowledge and understanding of Health and Safety practices (IOSH) applicable to working in a warehouse type environment with heritage collections
· Knowledge of the health and safety considerations for working with industrial collections or similar items in a warehouse environment
· Experience of day-to-day management of a facility or building in which collections are housed
· Experience of working with collections in a museum or heritage context, including object handling
· Experience of supervising volunteers
· Good all round ICT skills
· A GCSE or equivalent in English and Maths

Essential Special Skills
· Ability to operate forklift and use lifting or moving equipment or willingness to learn (training to be provided)

Special Circumstances
· A willingness to on occasion work outside of usual working hours
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