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THE POST

College/Service:	Library & Culture Services, Education and Student Experience Directorate

Post:			Assistant Curator, The Bill Douglas Cinema Museum

Reference No:		

Grade:			tbc

Reporting To:		Curator, The Bill Douglas Cinema Museum





The above full-time post is available immediately in the Bill Douglas Cinema Museum

Job Description - Background

The Bill Douglas Cinema Museum is an accredited public museum and a research and teaching facility at the University of Exeter. The museum holds a collection of over 86,000 artefacts on the long history of the moving image and is unique in its breadth and depth. It’s two galleries are open to the public and it provides both physical and digital materials to classes and researchers. Its dedicated website contains an online catalogue of the collections. 

The museum is managed within the Heritage Collections unit of the University library and has ambitions to grow its space and offer over the next few years to create new public spaces offering a higher-quality experience for both public and University staff and students. 

[bookmark: _Int_1gRDxGkA]This post is classified as a hybrid role. However, the nature of curatorial activities means that this post is required on campus for the vast majority of the time. Occasional days home/remote working may be possible on a limited basis.


Main purpose of the job:


The post-holder is a key member of staff in this dedicated, small team. The role provides a comprehensive service within the Museum supporting a wide range of activities and delivery of the museum’s vision and formal plan.  These aim to ensure the museum is recognised as a leader in global research on the history of the moving image and a space that delivers a great public experience. The post-holder undertakes the full range of curatorial duties including cataloguing and management of the collections to Museum/SPECTRUM and internal standards, exhibition and research on the collections and support for teaching and research, including leading seminars relating to the collections and advising both academic colleagues and the public on the collections. The post-holder will also be expected to take initiative in promoting the Museum collections both internally and externally with potential stakeholders to raise awareness, and to seek opportunities to widen usage, both within the university teaching curriculum and via outreach to external communities and stakeholders.

The post-holder reports to the Curator, Bill Douglas Cinema Museum and will also work closely with other colleagues in the Special Collections, the Digital Humanities team, Library colleagues, rights holders, stakeholders, and with members of the University’s academic community to maximise engagement with unique materials.

The role would suit a highly motivated self-starter who is able to gain an in-depth knowledge of the Museum’s collections and exercise initiative, judgment and analysis on workloads and priorities. 

Specific duties and accountabilities:

· Undertake the full range of curatorial activities in the museum to ensure a first-class service and visitor experience, including documentation to international standards for both physical and digital collections, overseeing visits and resolving problems, developing exhibitions, and management and liaison with both internal and external colleagues and stakeholders.  
· Assist the curator with ACE accreditation, leading on the maintenance and delivery of sector-wide standards for the museum. 
· Manage the museum’s social media offer to promote activities and collections and being proactive in analysing and reviewing the museum’s digital strategy to initiate continual improvements.
· Expand and deliver further digital engagements for the museum, including through its website.
· Undertake practical intervention with collections including preservation, environmental analysis and packaging/migration as appropriate, in consultation with external specialist consultancies as needed. 
· Support access to the collections, including provision of training, seminar supervision (including leading seminars as required), enquiries, reading room support and enquiry support.
· Gain excellent knowledge of the collections. Create and manage exhibitions and displays in consultation with the Curator. 
· Identify tasks suitable for staff/interns and work experience students and volunteers, and ensure they receive appropriate training to develop their skills and promote Heritage as a profession. 
· Provide specialist information in relation to the Bill Douglas Cinema Museum collections, including advice on copyright and access.
· Identify own work-stream priorities in the Museum and be pro-active in resolving any issues.
· Analyse and report on Museum operational data to identify trends and recommend and implement appropriate improvements.
· Communicate regularly with stakeholders including academic colleagues, external donors, stakeholders and owners. 
· Establish and maintain contacts externally including professional and community groups and write papers on the collections for conferences and professional publications and keep up to date on Museum, HE and film developments that affect the Museum,  


Generic Grade Duties and Accountabilities:

· Create and maintain up-to-date structured finding aids, classification systems and access points on appropriate museum management software ensuring that international descriptive standards are followed.
· Preserve objects and documents, both physical and digital in appropriate storage formats and enclosures.
· Liaise with internal and external contacts including teaching and research staff, donors, stakeholders, suppliers and other institutions; draw on support and advice from a network of contacts internally and externally and take initiative in problem solving.
· Ensure the efficient organisation and administration of activities: use a range of software to create, maintain, update and verify records, files and databases, including specialist software; manage and co-ordinate day-to-day routines; plan and prioritise to ensure operational efficiency, adjusting as necessary for changing pressures.
· Deliver service to agreed standards and deadlines: establish and share procedures to maximise service quality and continuity; initiate process review and optimization, feeding suggestions for developments and improvements to senior colleagues, and ensuring agreed process enhancements are implemented.
· Establish and analyse appropriate statistics from internal and external sources of management information; compile reports; present and draw conclusions and recommend appropriate courses of action to obtain best value.
· Deal with enquiries on resources and processes; provide clear advice to colleagues and users; review and investigate issues, identify solutions and resolve problems from good working knowledge of international and internal systems, processes and policies.
· Participate actively in the team, co-operating and working with colleagues to meet objectives and deadlines, providing guidance, oversight and support to less experienced colleagues, and delivering staff training and development.
· Any other duties appropriate to the grading of the post.


This job description summarises the main duties and accountabilities of the post and is not comprehensive: the post-holder may be required to undertake other duties of similar level and responsibility.


Person Specification

	Competency
	Essential
	Desirable

	Qualifications

	
Museum qualification or equivalent experience
	Interest in moving image history.  

	Knowledge, Skills and Understanding

	Understanding of relevant professional standards in relation to curation and associated legislation (i.e copyright, data protection, accreditation). 

In-depth knowledge of procedures, systems and methods applied to object documentation and management.

Knowledge of metadata schemas and Spectrum standards relating to cataloguing and digitization.

Excellent IT skills with particular interest in applying digital technology to museum practice
	Skills in using social media platforms to improve access to collections.

Operational management.

Ability to design processes and workflows to record, analyse and interpret data.

Creative flair in display and design


	Experience

	Previous experience in documenting and curating museum artefacts 


Experience in directing the work of staff or volunteers.

Customer service in a Heritage context

	Experience of applying copyright law 

Experience of working across different work groups or teams to achieve a shared outcome.



	Aptitudes
	Excellent communication skills, including with public audiences.

Ability to identify priorities and exercise initiative and judgment to resolve any project issues.

Ability to work accurately with keen attention to detail but also with creativity.

	


	
The post requires occasional travel to appropriate venues to promote the archive and occasional out of hours work

Informal Enquiries
[bookmark: _Int_D1Kep9Uf]Before submitting an application, you may wish to discuss the post further by contacting Phil Wickham, Curator of The Bill Douglas Cinema Museum. 
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