Project Assistant
Background to the Organisation

Wiltshire Heritage Museum has the best Bronze Age archaeology collections in Britain. The collections are Designated as being of national significance, and include many objects excavated in the landscapes surrounding the Avebury and Stonehenge World Heritage Sites, as well as the archives that record their discovery. As a whole, the collections record the archaeology, history and environment of the County, and include an important Archive and Library.

The Museum has seen significant developments over the few years including

· a £150,000 project to improve visitor facilities, including a wheelchair accessible toilet

· completion of collections documentation, including the development of an online database

· development of a robust Strategic Plan

· record visitor figures of 25,000 in 2009-2010

The Heritage Lottery Fund has awarded £58,200 in development funding to enable Wiltshire Heritage Museum to work up plans to create new Bronze Age Galleries. The plans being developed by the Museum will link with the new English Heritage Stonehenge Visitor Centre and new galleries planned by Salisbury and South Wiltshire Museum. This partnership will encourage visitors to Stonehenge to visit Devizes to see the nationally important prehistoric collections at the Museum. The HLF first-round pass means that Wiltshire Heritage Museum can progress to the second stage of the HLF application process and has up to two years to submit more detailed plans and to apply for further funding to create the new galleries.

Job description - main duties

Main purpose of job: To maintain high quality Museum services during a busy period of development for the Museum
· Assistance with the management of all the museum’s collections

· Managing and supporting volunteers working with the collections
· Acquisition of new objects in accordance with the museum’s collecting policy

· Documentation of the museum’s collections to SPECTRUM Standard using the MODES database

· Preventative conservation of the collections with support from the Wiltshire Council Museums Service 

· Work collaboratively with the Curator and the Archivist & Librarian to plan, organise, interpret and present the collections in both the permanent galleries and special exhibition spaces
· Provide access to the collections for researchers of all types
· Give lectures and talks about the collections to individuals and groups inside and outside the museum

· Support the delivery of workshops by the Education and Outreach Officer
Person Specification

Essential skills, experience and qualities:

· A “can do” approach and attitude
· Degree in Archaeology (2:1 or above)
· MA in Museum Studies or equivalent experience
· Experience of working with Museum Collections
· Experience of using MODES XML for documenting collections

· Sound collections management background
· Good written and verbal communication skills

· Able to prioritise work load and work on own initiative

· Able to work effectively in a team

· An understanding of the needs of volunteers 

· Confident computer user (managing images and using standard Microsoft Office software)
Desirable skills, experience and qualities: 

· Good working knowledge of British Prehistory collections

· Management of staff or volunteers

Terms of Service

General
This post is funded for a period of 6 months and it is therefore offered on a short term contract post basis. 
Reporting to

Curator
Hours of work

Full time, but the nature of the job will occasionally require work outside normal working hours. 

Salary
£18,000
Benefits
Annual Leave: 20 days (pro rata)
Equal Opportunities

We are an equal opportunities employer and welcome applicants from all sections of society.

If invited to interview, please tell us in advance if you need any particular assistance or facility so that we can ensure you are not disadvantaged or inconvenienced. The offices of Wiltshire Heritage Museum are not wheelchair accessible.  
Applications

Please complete an application form which can be downloaded from the website. This can be emailed to Karen.jones@wiltshireheritage.org.uk but must arrive before the deadline. A CV and additional material may also be included. A signed paper copy of the application form must also be submitted, but this can arrive after the application deadline.

Closing Date


10am Tuesday 10 May
Interview Date


We would like to interview shortlisted candidates on Tuesday 17 May. Please let us know if this is convenient for you.

Target start date:

Early June
Probation


The post is subject to a three month probationary period and is subject to a satisfactory CRB check

