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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


Visitor Services and Digital Officer
SALARY: 


£25,480 - £28,756  
LOCATION:


Inverness Museum & Art Gallery
RESPONSIBLE TO:

Museums Operations Manager
JOB PURPOSE:
Assist Operations Manager in the management of all areas of IMAG  and Castle Viewpoint operations. Manage and promote access to museums’ digital collections and all promotional marketing activities for Highland  Museum  service.
	KEY DUTIES AND RESPONSIBILITIES INCLUDE



	1. Manage day to day operations for both Inverness Museum and Castle Viewpoint.
2. Manage and co-ordinate operations side of events, openings and launches

3. Act as RPO for both sites

4. Manage ‘no-cost’ marketing activities e.g. Mailchimp. Facebook, Twitter, Blogs, website and  contribute to the marketing plan for both sites

5. Manage attendants including rotas, appraisals, authorising time-sheets – act as their first point of contact

6. Manage training of all attendants both statutory and job related

7. Administer licences e.g. PRS, PPL Public Entertainment

8. Assist Operations Manager in management of retail outlets

9. Implement Health and Safety policies including risk assessments

10. Provide assistance and guidance to visitors, staff and volunteers
11. Organise and provide emergency cover
12. Undertake marketing and promotional activities for the museum’s section
13. Deal with customer enquiries, including  in-house, supply images and where necessary, produce copyright licence agreements 
14. Advise on matters relating to copyright issues.

15. Undertake digital collections research as required to meet team and user needs.

16. Manage volunteers according to the museums’ volunteering policy


Other Duties:
  You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date: 
June 2017
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Visitor Services and Digital Officer

LOCATION:

Inverness Museum & Art Gallery
ESSESTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE 
· Minimum of 2 years’ experience in visitor services management

· Interpretation experience, including exhibition research and design
· Experience of managing digital collections, websites and social media
· An understanding of copyright issues

· Experience of sourcing and merchandising stock
2. EDUCATION AND QUALIFICATIONS
· Educated to diploma level or equivalent
3. SKILLS/ATTRIBUTES GENERAL
· Ability to lead a team and work closely with other relevant teams 
· Ability to work on own initiative

· Self-motivated
· Good written, computer, oral and presentation communication skills
· Creative but able to work accurately and  effectively to deadlines, employing when necessary sourced or allocated budgets
4. SKILLS/ABILITIES SPECIFIC TO THE POST
· A broad based knowledge of working with digital collections/databases or the willingness to learn
· Ability to manage social media and no cost marketing
· Ability to source and manage external funding or other appropriate resources including applications

· Ability to deliver training, internally and externally

5. INTERPERSONAL AND SOCIAL SKILLS
·   Excellent customer service skills
·   Excellent interpersonal and social skills
