JIN 1063 – August 2017
BRIGHTON & HOVE CITY COUNCIL

Job Description
	JOB TITLE:
	Conservation Assistant 

	REPORTS TO:
	Assistant Conservator

	DEPARTMENT:
	Assistant Chief Executive 

	SECTION:
	Royal Pavilion & Museums


1
PURPOSE OF JOB
To be a member of a specialist team that undertakes daily conservation cleaning and care of the collections and historic interiors throughout the Royal Pavilion and Museums, for their preservation and presentation to 550,00 visitors each year. 
The Conservation Assistants are responsible for engaging with colleagues across the Division in support of the care, display and maintenance of the collections and historic interiors for the enjoyment of current and future visitors.
2 PRINCIPAL ACCOUNTABILITIES

2.1 To undertake conservation housekeeping activities across the estate (the Royal Pavilion, Brighton Museum & Art Gallery, Hove Museum & Art Gallery, Preston Manor, the Booth Museum of Natural History and the main off-site store) as directed by the lead Assistant Conservator. Displays and stores are to be maintained in good condition, with Collections preserved for current and future visitors. This work will focus on cleaning of display areas/ stores, and vacuuming/dusting of museum objects. 
2.2 The post holder will be expected to develop a knowledge of the composition of objects in RP&M Collections and the appropriate means by which to clean them safely. This knowledge will be supported by an understanding of national standards of collections care such as ‘SPECTRUM’ and standards promoted by ICON (the Institute of Conservation for the UK). (90%)
2.3 To assist the line manager by regularly communicating housekeeping needs, and where required sourcing and ordering materials (ensuring effective use of financial resources). To highlight any deterioration or changes to objects observed during daily contact with collections. When working during open hours, to be willing to engage with the public and promote the work of the Conservation team.
2.4 To support and collaborate with colleagues across the Division with object moves, and other logistical jobs around the estate that are to the benefit of the conservation, care and presentation of the Collections & historic interiors. 
2.5 Contribute to record keeping where appropriate for object moves, condition, treatments, procedures and schedules, including records on the collections database MimsyXG.
2.6 To be conversant with new developments in conservation housekeeping and attend training courses as necessary.
2.7
To work with and occasionally supervise, contractors, temporary staff, work placements and volunteers.
2.8
To assist with the implementation of emergency preparedness and strategies. 

2.9
To work effectively as a member of the Conservation team, and with colleagues across the organisation whilst demonstrating commitment to BHCC Values and Equalities and Equality in Employment Policies.
2.10
To support the implementation of the Council Health & Safety policy. In particular as set out in section 4.5 of that policy:
· To take due care of their own health & safety and that of others, who may be affected by their acts and mistakes at work

· To use equipment according to instructions

· To ensure that they do not use facilities and equipment recklessly or interfere with the safe use of equipment, materials or systems

· To report any unsafe act, or condition, any accident or incident according to Health & Safety Policy

· To support the implementation of the council policy regarding Risk Assessments.

· To support the implementation of the Council policy regarding the Control of Substances Hazardous to Health. (COSHH) 
(Items 2.3-2.10: 10%)
To uphold and carry out the duties of the post with due regard to the City Council’s Equalities and Equality in Employment Policies.

You must be prepared to be responsible for the implementation of, and compliance with, the provisions of legislation relating to the health and safety of such employees and areas of the workplace as fall under your direct control and for complying with legislation relating to such works and contracts as are within your direct responsibility.

The list of duties in the job description should not be regarded as exclusive or exhaustive.  There will be other duties and requirements associated with your job and, in addition, as a term of your employment you may be required to undertake various other duties as may reasonably be required.

Your duties will be as set out in the above job description but please note that the Council reserves the right to update your job description, from time to time, to reflect changes in, or to, your job.  

You will be consulted about any proposed changes. 
BRIGHTON & HOVE CITY COUNCIL
Person Specification
JOB TITLE:

Conservation Assistant 
DEPARTMENT:
Assistant Chief Executive 
SECTION:

Royal Pavilion & Museums
Essential Criteria
	Job Related Education, Qualifications & Knowledge
	To demonstrate an interest in cultural heritage.


	Skills & Abilities
	To have good spatial awareness, manual dexterity, and be confident handling historic and culturally important fragile objects.


		To have a considered approach to tasks. Pay meticulous attention to detail. Be able to maintain high standards when faced with routinely repetitive tasks.


		To work using their own initiative and problem-solving skills to plan work, with consideration of health and safety issues to themselves and others.


		To be willing to undertake theoretical and practical training and apply this knowledge to your work.


		To be confident working at height using ladders and scaffolds, and occasionally in confined and dusty spaces. 


		To have the ability to safely lift and carry objects of up to 20kg, and be able to carry out physical work for extended periods.


		To be proficient using Microsoft Office and email programmes. Be willing to undertake training to use the museum's collections management database and purchasing system.


		To have excellent communication skills and a positive outlook.


		To be punctual, reliable and work effectively alone and also as part of a team.


		Be happy working alongside and engaging with the general public when required.


	Equalities
	To be able to demonstrate a commitment to the principles of Equalities and to be able to carry out duties in accordance with the Council’s Equalities Policy.


	

	


	Desirable but non-essential skills


	Willingness to work flexible hours and/or additional hours during building closed weeks and to cover staff holidays.


	
	Some experience of collection care, handling museum objects and conservation cleaning practices in a museum or historic house setting.

	
	A clean drivers' licence and willingness to drive the museum van (C1 class vehicle).
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