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Job Description 
	Job Title
	Documentation Officer

	Grade
	Band E

	Reporting To
	
Curator

	JD Ref
	BUS0129G



Purpose
Take responsibility for the documentation of Wirral’s arts and museums collections: cataloguing and recording objects, updating records on the collections management system, and working to improve collections accessibility.
The Documentation Officer will play a key role in updating the records of the Wirral Transport Museum collections – compiling a detailed inventory of Museum assets, noting condition, value, location, dimensions, and existing documentation.
Main Duties And Responsibilities
Behavioural: 
· Enjoy, achieve, create impact, and thrive in the role and organisation.
· Live our values in the role and organisation.
Communication, Engagement and Training: 
· Support to Curator in managing the volunteer programme working with the collections, which may include student or work experience placements and being responsible for decisions on the deployment of volunteers in the completion of stores audits and repacking of collections.
· Support the Curator in liaising with borrowing institutions, condition checking, preparation and packing for items being loaned from Wirral Museums collections. This includes assisting in the identification of work for exhibitions and responsibility for all transport, unpacking, condition checking & monitoring and repacking work received on loan from other collections.
Data Analysis and Decision-Making: 
· Support the Curator in documenting the collections of, and updating records relating to, Wirral Transport Museum, in preparation for the Museum’s transfer to Big Heritage.
· Support to Curator in managing the collections management systems, accessions registers and physical & digital documentation, and tracking collection movements both within museum buildings and elsewhere, both within and outside Wirral Council.
· Undertake research on the collections to increase the level of documentation and develop initiatives to support collections research and dissemination of information.
· Assist with monitoring environmental conditions within museum buildings and the condition of work in museum collections, both on display and in store.
· Work with Risk Management to ensure audit and insurance documentation is complete and current.
· Support the Curator to ensure audit and insurance documentation is complete and current.
Compliance: 
· [bookmark: _Hlk142571170]Adhere to and comply with all relevant corporate policies and procedures including Health & Safety, General Data Protection Regulations (GDPR), Corporate Governance and Code of Conduct.
Other: 
· Any other duties commensurate with the grade. 
[bookmark: _Hlk80364490]Role Specific Knowledge, Experience And Skills
Qualifications
· Relevant degree or equivalent experience.
· Desirable - Relevant post-graduate or museums qualification
Knowledge & Skills
· Understanding of best practice in collection care and management.
· Knowledge of SPECTRUM standards for museum documentation.
· Excellent organisational skills.
· Excellent verbal and written communication.
· Excellent IT skills.
· Desirable – Knowledge of preventative conservation.
· Desirable – Knowledge of collections management software.
· Desirable – Willingness to acquire specialist knowledge of Wirral Museums collections.
Experience
· Experience of handling, condition checking & packing art and museum objects
· Desirable – Experience of collections research.
· Desirable - Liaising with range of individuals and organisations such as lenders, borrowers, insurers, conservators and transport agents.
· Desirable - Managing volunteers.
Additional Information 
· Ability to travel across the Borough and work from various locations. 
· Expected to work from a fixed location (subject to change).
· On occasion, able to work outside traditional hours, of a weekend and evening as required, adopting a flexible working approach in response to business requirements.


Health & Safety Considerations: 
· Moving or handling heavy loads
· Working with dust or fumes
· Working at Heights
· Working with vibrating equipment / tools 
· Work with VDUs (Video Display Unit) (>5hrs per week)
Approved By: Head of Service – Andrew McCartan
Date Of Approval: 13/04/2023
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