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	DEPARTMENT:
	Museum

	LOCATION:
	Littlehampton Museum, Manor House, BN17 5EW


	JOB TITLE:
	Transforming Littlehampton Museum - Project Officer.
Fixed term - June 2025 to January 2029 (31 months).
37hrs per week.


	GRADE:
	NJC Scale 4 SCP 7 - 11 / £26,403 - £28,142 per annum. (pay award pending)

	RESPONSIBLE TO:
	Museum Curator


	RESPONSIBLE FOR:
	Museum volunteers involved in the project 




	



MAIN PURPOSE OF THE ROLE: 

To support the Curator and supervise the volunteer team to deliver ‘Transforming Littlehampton Museum: Building Solid Foundations for the Next 100 Years’ -a project funded by The National Lottery Heritage Fund.

About the ‘Transforming Littlehampton Museum’ Project
[bookmark: _Hlk212628601]To build resilience and stronger foundations for Littlehampton Museum in response to the opportunities and threats of local council devolution and the findings of our recent ACE funded project, which revealed that: 

· The museum’s collections do not reflect the diversity of today’s Littlehampton
· 49% of the social history items have little relevance to the town’s story
Through an options appraisal, Littlehampton Museum will identify and prioritise options relating to the museum’s housing, governance and collections, placing the museum in a stronger position to advocate for its future. 
By working closely with the community to rationalise existing holdings and co-collect contemporary objects and oral histories, the museum will transform how and what it collects, creating a more representative and inclusive collection. This will remove barriers to participation, ensure the best use of resources, and strengthen community ownership, culminating in a 2028 exhibition celebrating the museum’s centenary and its transformation as a more outward-looking, relevant organisation.

‘Transforming Littlehampton Museum’ Project Officer Key Tasks   

1. Working with the Curator to keep the aims, targets and timescale of the project on track.

2. To be responsible for administering the collections dispersal process (with assistance from museum volunteers) including:

· [bookmark: _Hlk212730827]organising and administering Community Dispersal Group meetings
· forming recommendations of items to be dispersed for the Town Council’s Community Resources Committee to consider 
· putting lists of objects for dispersal into the Museums Journal
· liaising with potential receivers of dispersed items, arranging transport, transfer of ownership documents and documenting the process on the Museum’s Collections Management System (MODES).
· attending some evening meetings of the Council’s Community Resources Committee to discuss dispersals

3. To be responsible for museum volunteer management – including recruitment, induction and supervision of work in accordance with policies and procedures. 

4. To supervise museum volunteers to develop the museum’s oral history collection:
· Interview, record, edit, and transcribe new oral history interviews with current Littlehampton residents (25 interviews in total) and create a record for them on MODES
· To transcribe and summarise the museum’s existing oral history recordings (72 recordings) and create a record for each of them on MODES

5. To work with and supervise museum volunteers to develop the museum’s social history collection
· To assist in the installation of the community display case mini exhibitions
· Following the Museum’s documentation procedures to accession new items into the collections

6. To plan and deliver a range of activities and events including two ‘Your Stories’ oral history and local film events

7. To coordinate the Centenary Exhibition: 
· select stories, associated objects, oral histories etc.
· write label text
· support the installation of the exhibition

8. To assist the Contemporary Collecting Consultant, in planning and delivering workshops with community groups.

9. To gather data to evaluate the project, according to the Evaluation Plan created by the Project Evaluation Consultant.

10. To manage the relevant pages on council owned websites and social media with an efficient schedule for content management. Create engaging content for community platforms whilst ensuring consistent messaging
General

14.	To undertake relevant training and development opportunities.
15.	To comply with the Town Council’s policies at all times, including Health and 		Safety, Equal Opportunities, Data Protection and Safeguarding.
16.	Apply consistently the principles of Equal Opportunities and promote the council’s 	values and behaviours in all aspects of work.
17.	Undertake any other duties commensurate with the grade and nature of the role.


This job description sets out the duties of the post at the time when it was drawn up.  Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and cannot of themselves justify a reconsideration of the grading of the post.
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Using money raised by National Lottery players, The National Lottery Heritage Fund supports projects that connect people and communities with the UK’s heritage. Transforming Littlehampton Museum is made possible with The National Lottery Heritage Fund. Thanks to National Lottery players, we have been able to revitalise Littlehampton Museum by developing a more representative and inclusive collection, ensuring the best use of resources and strengthening community ownership. A special exhibition in 2028 will celebrate both the Museum’s centenary and its transformation.
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Post Title: Transforming Littlehampton Museum Project Officer
Location:  Littlehampton Museum
Grade:  NJC Scale 4 SCP 7 to 11

Skills and Abilities

Essential Criteria
· Communicates clearly and listens effectively, adapting their communication style to suit different situations, including routine sensitive matters
· Works cooperatively toward team goals, supporting colleagues, including those who are new or less experienced—as needed
· Organises their own workload, prioritising tasks and managing competing demands to meet deadlines
· Uses ICT systems confidently and provides simple support to colleagues with routine system queries
· Identifies and resolves routine problems using established procedures, seeking guidance when necessary
· Provides informal guidance to colleagues and supports new starters in learning organisational procedures


Education and Qualifications

Essential Criteria
· Good literacy and numeracy Level 2 (GCSE grade 4/C and above).
· Relevant qualification level 2 or 3 or equivalent experience

Desirable Criteria
· Undergraduate degree in a relevant subject or a Museum Studies qualification or equivalent experience

Knowledge

Essential Criteria
· Demonstrates competence in standard systems, tools and processes relevant to the role, with a willingness to learn and develop further
· Understanding of confidentiality, data protection, and GDPR requirements
· Demonstrates basic knowledge of health and safety requirements
· Knowledge of museums and collection management

Desirable Criteria
· Knowledge of the services provided by Littlehampton Town Council
· Knowledge of Littlehampton and its history

Experience

Essential Criteria
· Has experience working effectively within a team and following established procedures, with some customer‑facing or support experience
· Experience working in museums
· Experience of supervising volunteers
· Experience of working with museum collections management systems


Desirable Criteria
· Experience of managing collections in a museum environment
· Experience of working with MODES (the Museum’s collections management system)

Professional behaviours and values

Essential Criteria
· Provides polite, accurate customer service and handles routine customer issues effectively and professionally
· Demonstrates reliability and a positive approach, showing initiative within defined procedures and promoting inclusive behaviour
· Applies equalities, diversity and inclusion principles to work

Other
· Ability to work weekends and occasional evenings
· Ability to undertake manual handling tasks as appropriate for the role
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