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Project Assistant: Job Description
Fixed Term Contract


Job Title:			Project Assistant

Reporting to:		Project Manager

Responsible for: 	Volunteers 

Working with: 	Volunteers, project partners, Project Manager

Working days/hours:	21 hours per week. Occasional weekend and evening working

Salary:			c. £15, 290 (Full time salary £25,500)

Purpose:

Project Assistant for the Fashioning Our Future Project supported by the National Lottery Heritage Fund. This role will have responsibility for assisting with the project.

Main duties and responsibilities:

Working with colleagues, the post-holder will undertake a range of activities commensurate with the grading and responsibility of the post, which will include the following:


· Assist with the creation of a new fashion study room and reorganisation the fashion collection 
 
· Work with volunteers on the improvements to the storage of the fashion collection 

· Assist with delivering workshops and sessions for young people.

· Take part in co-curation with Project Manager, young people, volunteers and experts. 

· Assist with the install and de-install the fashion exhibitions at The Salisbury Museum

· Assist with monitoring and evaluation of the project.

· Assist with the creation of material for promoting the project on social media  

· Assist with any documentation required for the exhibitions

· Assist with the delivery of sessions on fashion sustainability and other topics for primary and secondary schools and colleges

· Assist with organising an event which includes young people

· To comply with all decisions, policies and standing orders of the museum and any relevant statutory requirements, including the Equality Act, the Health and Safety at Work Act and Data Protection Act.

· To assist generally with the public service of the museum, including answering enquiries from members of the public.

· To participate in training and development as may be required from time to time commensurate with the level of the post.

· To undertake other such analogous duties as may be allocated by the Director 























Project Assistant

Person Specification

E = Essential		D = Desirable

	Experience 
	Over two years experience of working in museum or heritage context.
	E

	
	Experience of working with fashion and textile collections 
	E

	
	Experience of working with volunteers  
	D

	
	Experience of working with young people  
	D

	
	Experience of working on fashion exhibitions 
	D

	
	
	

	
	
	

	
	
	

	Education/Qualifications 
	GCSE + A levels or equivalent experience 
	E

	
	Graduate level or equivalent experience 
	E

	
	
	

	
	
	

	Aptitudes/Abilities
	Excellent people skills and willingness to work with a range of partners and stakeholders
	E

	
	Excellent organisational skills, ability to multi-task and meet tight timescales.
	E

	
	Excellent written and verbal communication skills.
	E

	
	Excellent IT skills.
	E

	
	An ability to work independently and with colleagues.
	E

	
	An ability to be creative and imaginative.
	E

	Knowledge 
	An understanding of Microsoft Office applications (Outlook, Word, Excel, Access and PowerPoint).
	E

	
	Knowledge of participatory best practise 
	D

	
	A knowledge of best practise in working with fashion collections 
	E

	
	An interest in the history of fashion
	D

	Attitude/Motivation 
	Enthusiastic and self-motivated 
	E

	
	A commitment to co-curation and an enthusiasm for working young people
	D

	
	Commitment to Equality and Diversity.
	E

	
	Commitment to CPD and training.
	E

	
	
	

	Other Factors 
	Willingness to commit to work flexibly including weekend and evening work when required in accordance with the needs of the post and activities.
	E

	
	Willing to travel in Wiltshire and the UK is required for the post.
	E





Project Assistant 

Conditions of Service

1	Salary			 c. £15, 290 (Full time salary £25,500) per annum 

2	Commencement	As soon as practicable.

3	Contract		Three-year contract

4	Hours			Part-time, 21 hours per week (to include some
				weekends/evenings).

5	Location		Salisbury, Wiltshire.

6	Leave			21 days rising to 25 days after five years’ employment in
addition to Bank and Public Holidays. The leave year follows the calendar year.

7	Probation	Your employment is subject to satisfactory completion of a 3 month probationary period. If necessary, your probationary period may be extended but you will be given appropriate notice of this. During your probation period you are required to give one week’s written notice of termination of your employment and the museum is required to give you one week’s written notice of termination of employment.

8.	Pension		The museum can arrange access to a pension
Scheme with the National Employment Savings Trust.

9.	Termination		After successful completion of the probationary period,
the prior written notice required from you or the museum to terminate your employment will be two months.

10.	Mileage allowance	Authorised car journeys will be reimbursed at the
appropriate rate paid by the Wiltshire Council.

11.	Medical fitness	Appointment is subject to satisfactory medical
fitness. A confidential questionnaire on medical history will be required before appointment is finally confirmed.

12.	Qualifications	Evidence of qualifications (if necessary) will be
required of the successful candidate.
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