Job Title: Gallery Assistant
JE Ref No: AA2782
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Job Title	Gallery Assistant

Level	3
	
Service	Culture and Tourism


Job Purpose

To work flexibly to assist in the efficient and effective delivery of the Museums and Gallery service and to provide a high quality, interesting, friendly and innovative experience for all users.







Date: 31 March 2022

Job Description
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Post Responsibilities:
· Work flexibly as an effective team member to carry out day to day duties as allocated or agreed with line manager.
Ensure the security and accessibility of exhibition materials by undertaking warding duties.
· Provide a professional, helpful and friendly service to all users.
· Assist in delivery of partnership initiatives and promotional events and work effectively with partners and volunteers.
· Assist in the recording and safe storage of the managed collections.
· Assist with the installation / hanging of exhibitions including handling exhibits and using scaffolding and lifting equipment.
· Provide information about the exhibitions and service to visitors and compile statistical information relating to the use of the facility.
· Ensure correct and accurate procedures are followed when handling sales, dealing with bookings for meetings and workshops and when taking receipts of objects for consideration.
· Undertake basic handyperson duties, including painting, small repairs and layout out furniture and equipment as required.
· Undertake cleaning duties including safe and effective operation of equipment.
· Act as a keyholder and undertake fire warden duties.
· Carrying out day to day duties as allocated or agreed with line manager.
· Apply and adhere to council policies and procedures.
· Provide a professional, helpful and friendly service to customers.
· Ensure personal adherence to legislation, policy and safe practice
· Carry out duties consistent with the post as may be required by your Line Manager.

Possession of:
· SVQ Level 1 – 3 / standard grade or Higher qualification or working towards an equivalent qualification or appropriate work experience.

Substantiated ability to:
· Proven ability to be responsive to the needs and demands of customers
· Demonstrate good organizational skills and good problem solving skills
· Handle large and delicate paintings, objects and artefacts safely
· Record and communicate information accurately
· Demonstrate initiative, personal drive and ability to be flexible
· Travel effectively throughout South Ayrshire
· Meet the standards required under the Values and Behaviours of South Ayrshire Council.

Demonstrable experience of:
· Working on own initiative but also as part of a team
· Cash handling experience would be desirable

Proven Technical Understanding of: 
· An interest in history and/or arts and crafts.
· Moving and Handling training would be an advantage.
· Awareness of health and safety in the workplace desirable.
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