







Job Description and Employee Specification [Curatorial Assistant]
Enterprise & Communities


	Service: 

	Enterprise & Communities

	Division:
	Community Operations


	Job Title:
	Curatorial Assistant


	Responsible to:
	Curator


	Grade:
	NLC7


	Conditions of Service
	SJC


	Date of last review:
	2026


	Job Outline

To support the work of the Museums & Collections team by undertaking cataloguing, collections care, and store management tasks, including cleaning, environmental monitoring (including pest awareness and monitoring for signs of insect infestation using blunder traps), preparing objects for display, and maintaining accurate and up-to-date records


	1. Main Duties and Responsibilities

2. Generic Duties:

3. The Curatorial Assistant is responsible to the Curator for the implementation of an agreed programme of work to support care and access to the museum collections throughout North Lanarkshire.

4. Specific Tasks:

5. To undertake cataloguing duties relating to museums collections. 

6. To operate the appropriate computer systems within the service as required including imputing of data, operation of databases and production of reports as required.

7. To ensure that all museum collections are stored within the specifications laid down by the service.

8. To ensure that the museum stores are kept to agreed standards of cleanliness and undertake environmental monitoring duties. 

9. To respond to public enquiries concerning social and industrial history within the agreed time scales. 

10. To support the display and exhibition of artefacts and other materials for exhibition under the direction of the curator, including for the website.

11. To undertake oral history recording and maintain the oral history archive as directed by the curator. 


12. To assist with the effective promotion of the social and industrial history of North Lanarkshire, including giving tours and talks. 

13. To supervise volunteers, students and work placements. 

14. To assist in the implementation of the Collecting Policy.

15. To complete records of public enquiries for the purposes of departmental statistics. 

16. To undertake such duties as may be required under the Health & Safety at Work Act 1974.

17. To play a positive role in the department including participation at meetings as required.

18. To undertake any other duties that may be required.

This job outline is intended to indicate the broad range of responsibilities and requirements of the post. It is neither exhaustive nor exclusive but, while some variation can be expected in particular duties, the outline is considered to provide a reasonable general description of the post.




	SPECIFICATION
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT

	QUALIFICATIONS/TRAINING
	
	
	

	· Good general education including English and History at National 5 (or equivalent)
	X
	
	Certificate

	· Higher qualifications in a relevant subject
	
	X
	


	
	
	
	

	WORK EXPERIENCE
	
	
	

	· Experience of working in a museum/heritage environment 
· Experience of museum collections management database systems 
· Documenting museum collections  
	
	X



X


X
	Interview/
Application Form

	
	
	
	

	KNOWLEDGE/SKILL/ABILITY
	
	
	

	· Accuracy and attention to detail for data inputting
	X

	
	Interview/
Application Form

	· Ability to lift and move objects, with supports of lifting aids where necessary
· Ability to travel to museum stores and between museums
· Basic knowledge of Modern Scottish History 
· Keen interest in local history and/or museum collections 
· Awareness of current museum issues 
· A high degree of computer literacy with a knowledge of Windows based and database applications 
· Good communication skills, both written and verbal
	X


X

X


X

X

X



X
	




	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	· Personable 
	X
	
	Interview

	· Ability to work as part of a team and be self-motivated, working on own initiative 
· Good organisational skills with the ability to multi-task and prioritise workloads to ensure all deadlines are met
	X



X
	
	

	
	
	
	

	OTHER
	
	
	

	· Understanding of current practices in museum collections management and care 
· Full clean UK driving licence
	
	X



X

	Application Form/Certificate verification
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