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	Role Title:
	Voluntary Maintenance 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:
	2-3 hours a week. Possibility of more in run up to exhibition openings.

	Duration:


	Ongoing

	Role Summary:


	To provide general maintenance assistance around the Maidstone Museum and Tyrwhitt-Drake Museum of Carriages. 



	Position Statement:
	Maidstone Museum and Tyrwhitt-Drake Museum of Carriages are housed in two historic buildings in central Maidstone. Whilst property maintenance and large repairs are undertaken by Maidstone Council’s Property Services, there are times when minor running repairs and decorations are necessary. 

This voluntary position offers the opportunity to play a hands-on role in the museum and to contribute to our vision of making it the best museum in Kent. You need no previous experience of museums and the role would suit an enthusiastic home DIYer.  We welcome a diverse team and this role is open to all genders, ages or ethnic backgrounds.
Tools, equipment and appropriate training will be provided.



	Main activities/tasks:
	· Small DIY jobs such as hanging noticeboards, putting up shelves etc
· Changing lightbulbs

· Painting gallery walls in between temporary exhibitions

· Filling and painting small holes in walls
· According to skills, construction of simple plinths, stands etc for displays

· Moving non-collections furniture and equipment 

· Other maintenance or small repair jobs as agreed
· Carry out walking inspections and reporting any noticeable minor issues throughout the building

· Lubrication of door locks and padlocks particularly in the winter months

· Fixing/tightening of door brackets on the shop cupboards as and when required

· Use of a hand drill for securing signage etc

· Maintaining the courtyard gazebo and cleaning at the end of the season before being stored

· General housekeeping in external areas to include litter picking, sweeping etc

· Produce a list for re-lamping around the museum 


	Skills and Experience:
	Essential:

Education:

Any

Skills and Knowledge:

Basic DIY skills
Ability to follow instructions and council protocols
Willingness to follow all Maidstone Council Health and Safety practices
Personal Qualities:

Enthusiastic.

Reliable.

Able to work as part of a team.

Able to undertake work individually.

Easy manner with other staff and visitors.

Reasonably physically fit
Supportive of the Museum.


	Desirable:

Education:

Any
Experience:

Previous experience of maintenance or small construction jobs
Skills and Knowledge:

Any specialist skills such as carpentry, plumbing or painting and decorating are welcome Any knowledge of working within an historic building/environment
Personal Qualities:

Able to undertake manual lifting / moving.

	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 very 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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