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	Role Title:
	Volunteer  Museum Assistant

	Location:
	Maidstone Museum & Bentlif Art Gallery, St Faiths Street, Maidstone, Kent, ME14 1LH.

	When:


	As soon as possible

	Department:
	Visitor Experience and Operations

	Commitment:
	Minimum ½ day per week 

	Duration:


	Ongoing

	Role Summary:


	To assist museum staff in providing a welcoming and top class museum experience.

To provide a friendly and welcoming presence in the museum galleries, offering help, advice and information to visitors. 
Opportunities for taking part in costumed events, talks, visitor feedback research may also be available 


	Position Statement:
	Maidstone Museum and Bentlif Art Gallery is housed in a historic building in central Maidstone. We have a total of 12 galleries on 2 floors and we require friendly, outgoing people to act as guides, explainers and helpers.

The role will involve patrolling a gallery or area of the museum, talking to visitors, handing out floor plans and dealing with their queries. This could involve anything from showing the way to the toilets, answering questions about the collections (from the notes we will provide) and encouraging visitors to have a go at activities in galleries or staffing a handling table in the gallery. You may also provide short gallery talks in accordance with training and guidance notes.
We would also encourage people to develop their knowledge of any collections areas which interest them but a friendly manner is more important than historical knowledge.
This role will involve standing or walking for sometimes extended periods. In addition the museum is not fully accessible to people using a wheelchair.  Please discuss with us in advance if this may affect you.

Appropriate guidance and training in dealing with visitors will be provided. Collections information will also be provided.


	Main activities/tasks:
	· To be the visible face of the museum around the galleries

· To welcome visitors of all ages, gender, ethnic or religious background and educational level.

· To be able to discuss the gallery with visitors using the prepared notes you will be given

· To answer visitors questions  while in the gallery or pass them onto the right staff member

· To encourage people to look and feel in the gallery and to taste and smell when appropriate

· Overall create an exciting, engaging presence within the gallery and leave our visitors wanting more

· Report any issues noticed within your gallery or the museum generally to the appropriate person within the Museum team

· Have an awareness of health and safety matters and what to be aware of in the different galleries

· To check external courtyards for litter and use litter pick to maintain where appropriate

· At busy times you might also be asked to assist with other areas of the museum such as setting out chairs for events or clearing tables in the café.

· Occasionally we may require support from you at events during and out of standard operating hours



	Skills and Experience:
	Essential:

Education:

Any

Skills and Knowledge:

No specialist knowledge needed but a wide interest in history would be helpful
Ability to initiate conversations and recognise whether someone prefers to chat or be left alone.
Ability to follow instructions and council protocols 

Willingness to wear identifying clothing (eg – museum shirt)

Willingness to follow all Maidstone Council Health and Safety practices
Personal Qualities:

Enthusiastic and dedicated.

Reliable.

Able to work as part of a team.

Good interpersonal skills with other staff and visitors

Supportive of the Museum.
Willing to contribute to improvements in our service


	Desirable:

Education:

Any
Skills and Knowledge:

An interest in history

An interest in museums and collections from around the world
 

	Deadline:
	No deadline. We will advertise until the role is filled

	For more information, contact:
	For further information please contact Annabelle Pearsall, Operations and Visitor Services Manager, Maidstone Museum & Bentlif Art Gallery, St Faith’s Street, Maidstone, Kent, ME14 1LH, annabellepearsall@maidstone.gov.uk   01622602851



Background information on volunteers in the organisation
Volunteers assist the museum in achieving its mission:

“Maidstone Museums’ purpose is to collect, preserve and imaginatively display artefacts and specimens for the education and enjoyment of the people of Maidstone and visitors to the town. We tell the story of Maidstone, its people, their natural environment and the wider world in which they live, through the artefacts and specimens which we collect and interpret for everyone to learn from and enjoy. “

Volunteers are a vital part of our team. Maidstone Museum & Bentlif Art Gallery has a small number of staff, and therefore volunteers provide much needed assistance throughout the museum. Their skills, enthusiasm and knowledge add a huge amount to what the museum is able to do. We do not use volunteers to replace paid members of staff but to add value in areas where they work alongside the permanent team 
Training
Training will be given in appropriate areas of work undertaken by volunteers.   You will be appointed a supervising staff member with whom you can raise queries, issues or keep in touch about hours of work etc. Appropriate equipment to complete the tasks will be provided at all times.

Rewards / Expenses
Volunteering is a rewarding way of contributing to your community. You will work alongside staff and volunteers in all areas of the museum’s work. We seek to make the museum an inclusive, friendly and fun place to work whatever your role.
Volunteers can claim a maximum of £6 expenses per day. Volunteers can claim back public transport expenses, but cannot claim for parking or petrol allowance. If a volunteer does drive and park, then they will need to find out how much the bus/train fare would be from home to the museum and claim for that (even though they are not using it). Proof of the cost, (such as print out from the bus fares or train fares sites), and other expenses claimed such as receipts and tickets, must be provided.

Time sheets (which include expenses information) should be completed every month and passed to the Museum Administrator who will record the hours and process reimbursement. 

The Museum is also willing to provide references for any volunteers seeking employment,  commenting on work and training undertaken during volunteering at the museum.
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