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Job Description and Employee Specification [Exhibitions Officer]
Enterprise & Communities

	Service: 

	Enterprise and Communities 

	Division:
	Community Operations


	Job Title:
	Exhibitions Officer


	Responsible to:
	Museums & Collections Manager


	Grade:
	NLC7


	Conditions of Service
	SJC


	Date of last review:
	2026


	Job Outline

The Exhibitions Officer is responsible to the Curator for the provision of high-quality exhibitions and displays. 


	Main Duties and Responsibilities


1.	To ensure that all exhibitions and displays conform to the standards required.

2.	To assist in the development of imaginative and quality displays for all museums & collection facilities.

3.	To design and produce interpretative labels and graphic displays for all museums and heritage sites.

4.	To develop quality 3D exhibitions as required. 

5.	To ensure that all equipment within the section is kept secure and well maintained. 

6.	To ensure that the section is well stocked with relevant materials within the constraints of the budget.

7.	To liaise with contractors where appropriate.

8.	To work with colleagues to ensure safe and timely installation of displays.

9.	In conjunction with other departmental staff to prepare an imaginative programme of temporary exhibitions at all appropriate venues.

10.	To assist in the design of promotion literature, posters etc. for all museums and collections sites.

11.	To achieve performance targets set for the section. 

12.	To play a positive role both within Museums and Collections as a whole.

13.	Undertake such duties and responsibilities as may be required in terms of the Health & Safety at Work Act 1974, other relevant legislation and the Service Health & Safety Plan.




14. Ensuring that all premises, equipment and resources are efficiently used, well maintained and kept up to date and secure.

15. Undertaking such duties and responsibilities as may be required in terms of the Health & Safety at Work Act (1974), Protection of Vulnerable Groups Scheme, other relevant legislation and NLC’s Health & Safety Policy.
	
16. Playing a positive role in the Museums & Heritage Team, including participation in team and other meetings, developing good working relationships within NLC and with other agencies and organisations.
	
17. Undertaking such other duties as 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
	
	
	

	· A general degree or equivalent qualification is typically required, for example, SVQ 4 or HND. 
· Relevant post graduate qualification

	X
	



X
	Verification/Application Form/Interview

	WORK EXPERIENCE
	
	
	

	· Experience of working in a museum/heritage exhibition environment
· Experience of designing and producing 2-d  interpretive material for exhibitions
· Experience of developing 3-d exhibitions and interpretive displays, including designing layouts and producing drawings for construction of interpretive displays
· Ability to develop imaginative displays for a wide range of audiences 
· Experience of using exhibition equipment and tools
· Experience of overseeing the construction and installation of exhibitions
· IOSH Managing Safely (must complete on starting)
· Experience of developing touring exhibitions
· Experience of designing promotional literature for exhibitions 


	X


X



X





X
             


         


X


X

X

	



























X

X
	Application Form/Interview

	KNOWLEDGE/SKILL/ABILITY

· Working knowledge of InDesign, Photoshop and Microsoft applications
· Up to date with best practice of engaging exhibitions and interpretive resources
· Attention to detail
· Accuracy and consistency
· Good communication skills, both written and verbal
· Demonstrable interpersonal skills
· Knowledge and/or in a keen interest in Scottish industrial and social history
· Object handling and broad understanding of museum collections management and care with regards to exhibitions
	

X


X


X
X
X

X






	














X


X




	Application Form/Interview

	
	
	














	

	
	
	
	

	PERSONAL QUALITIES/ATTRIBUTES
	
	
	

	
	

	
	Application Form/Interview

	· Able to build and sustain working relationships 
· Demonstrable understanding of inclusive teamwork.
· Creative and imaginative

· 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

X

X



X






	
	

	
	
	
	

	OTHER
	
	
	

	· Willingness and ability to travel within North Lanarkshire.
· Be able to work flexible hours to meet the needs of the service.


	X


X
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