SURREY HEATH BOROUGH COUNCIL

JOB DESCRIPTION

HERITAGE AND OUTREACH ASSISTANT 


	Service
	Business

	Area

	Recreation and Business

	Title of Post:
	Heritage and Outreach Assistant

	Post Number:
	


	Responsible to:
	Senior Heritage & Outreach Officer


Job Purpose:

To assist with the provision of a high quality and accessible Borough-wide Heritage service.  To assist in the creation and delivery of innovative and interactive heritage events and packages. Responsible for administration of the Heritage Supporters Group including the management of mailing lists, events  and marketing. 









	SUPERVISORY RESPONSIBILITY:
	Volunteers


	IMPORTANT INTERNAL RELATIONSHIPS:
	Museum & Heritage Gallery staff and volunteers
Wider Business Services Team
Other council departments, 


	IMPORTANT EXTERNAL RELATIONSHIPS:
	Customers,
Heritage Supporters Group
Surrey Heath Museum Action Group
Local schools, community groups, societies and key individuals.




MAIN PURPOSE OF JOB

	Knowledge & Expertise

1. Assist with the operation of the Heritage service and contribute to the work of the team.
2. Retail knowledge including buying, daily cashing up and maintaining stock records. 
3. As required, assist with the development and production of exhibitions and museum activities.
4. Liaise with volunteers at the Museum & Heritage Gallery.
5. Assist with collections administration and cataloguing when required. 
6. Take operational responsibility for the Museum – exhibition area, shop, foyer entrance and collection/collation of performance date. 






MAIN RESPONSIBILITIES / DUTIES OF JOB

	Relations with People (Internal & External):

1. Act as an Ambassador for the service, ensuring the highest standards of customer care, promoting and maintaining good relationships with all users. 
2. Liaise with associated committees and organisations which relate to the service and advise them as appropriate.
3. Maintain effective relationships within the community to deliver and extend the outreach service.
4. Develop effective relationships with volunteers.
5. Work with external groups including local schools, groups and residential homes, other museums and museum-related agencies. 
6. Develop excellent working relationships with colleagues across the Council and elected Members as appropriate.


	



	Creativity & Innovation:

1. Support the provision of a sustainable heritage service.
2. Support creative and income generating outreach opportunities while sustaining those already established.  Monitor and select shop merchandise. 
3. Ensure services are of high quality and responsive to customer needs, and are delivered efficiently and effectively in line with the Council’s Annual Plan.
4. Contribute to the promotion of the service, working with the Business Services and assist with promotional activities.
5. Maintenance and security of display areas.




	Financial Accountability:

1. Manage the sales/stock for retail items such as paintings or prints 
2. Process bookings for external events/outreach programs  
3. Maintenance of shop stock and displays.
4. Annual stock take and petty cash returns.
5. Daily processing of cash, processing sales and raising of orders for shop stock and equipment. 
6. Monthly reporting on income and sales.



	Management & Supervisory Responsibilities:
1. Supervise volunteers
2. Health and Safety standards of visitor and volunteer areas maintained. 




	Initiative & Independent Action:

1. Work within the Authority’s general policies, make judgements in relation to the public and use initiative to develop the Heritage service.


	


General:

1. To carry out any other appropriate duties, as and when required.

