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_________________________________________________________________________________
Job title: 		Collections Assistant
Responsible to:	Collections Manager
Salary:	£26,522.50
Hours of work:	37 hours per week
Contract: 	Permanent
Place of work:	The Bowes Museum
__________________________________________________________________________________
Benefits: 
· We are very happy to discuss flexible working and ways for our team to manage their home and working lives.
· 25 days holidays in addition to Bank Holidays.
· 5% employers pension contribution.
· Discount in the museum’s café and our shop.
· Free staff parking.
· Employee Assistance Programme – providing a 24/7 free helpline.
· Training and development opportunities.
· Free entry for your immediate family to the museum.
· Some mutual free entry arrangements with other partnership attractions.
· Cycle to work scheme
__________________________________________________________________________________

Organisational relationships: 
· Reporting to Collections Manager
· Working alongside – Collections, Production & Display and Learning Teams and Director of Programme and Collections 
· Direct reports – Volunteers 
The role: 
This role plays a key part in caring for and sharing The Bowes Museum’s internationally recognised collection of fine art, textiles and European decorative arts.
You will support the day-to-day management of the collection, with a focus on digital records, documentation and administration, alongside preventive conservation through environmental monitoring and pest management. Your work will help ensure the collection is well cared for, accessible and ready to be used in exhibitions, research and public programmes.
Working collaboratively with staff, volunteers, partners and communities, you will contribute to developing and delivering engaging programmes. You will also help maintain and improve collections records, systems and loan processes, supporting research and strengthening relationships with sector colleagues, academics and local communities.
Alongside this, you will contribute to key projects that enhance how we manage, understand and care for the collection, including developing our collections database, supporting object rationalisation and improving how loans are managed.

The Person
You will be enthusiastic, highly organised, methodical, and accurate. You will communicate well with colleagues and  stakeholders.  You will be proactive in problem-solving in a dynamic museum environment. As a confident person, you will enjoy building effective working relationships with a broad range of people and advocating for the museum’s values and behaviours. As someone used to juggling multiple elements, you will be flexible and adaptable in your approach.


1. Specific Responsibilities and Duties: 
· Create and maintain accurate records of The Bowes Museum’s collections and archive, including cataloguing, digitisation, and ensuring accessibility for research and programming.
· Assist the Collections Manager with the migration from the current Adlib database to a new system, ensuring continuity and enhanced functionality.
· Manage incoming and outgoing loans, including agreements, transport, and safe return of borrowed items, and support the review and development of loan policies and processes.
· Support dynamic deaccessioning and disposal of objects in line with ethical and legal guidelines, including clearing out-stores and reorganisation of storage areas.
· Lead preventative and specialist collection care, including environmental monitoring, pest management, maintenance of humidifiers/dehumidifiers, and coordination with specialist conservators.
· Contribute to collection security and disaster preparedness planning in collaboration with the Collections Manager and Facilities and Estates Manager.
· Supervise and support Conservation Volunteers in routine preventive conservation tasks.
· Collaborate with curators, the Marketing Team, and external partners to develop engaging collection-led programming and digital platforms, such as TBM’s Smartify, for public and community engagement.
· Plan and deliver collection-related activities for visitors, community groups, and Members/Family Days, ensuring high-quality, timely experiences.
· Work with local, regional, and national partners to support collection programmes and exhibitions, fostering strong professional relationships.
· Monitor and evaluate the impact of collection-led practice, maintaining records to inform reporting, programme development, and strategic planning.
· Ensure all relevant activities are delivered professionally and within budget, including programme planning, communications, agreements, and evaluation.

2. General responsibilities and duties:
· Contribute effectively to the success and culture of The Bowes Museum.
· Interact and cooperate proactively with all employees, trustees and volunteers, ensuring good teamwork, inclusive practices, and interdisciplinary activities across work strands, projects and programmes.
· Manage individual performance of assigned staff, volunteers, and researchers as appropriate and in line with the organisation’s performance management processes.
· Develop reports, as required, to enable the Collections Manager to report accurately and on time, to the Senior Leadership Team, Exec Director, Trustees, Committees, Funders etc.
· Make best use of technology across our activities.
· Support effective communications and promotion of The Bowes Museum and our activities.
· Work flexibly at times and on occasions that connect with the needs of our programme, audiences and communities.
· Ensure we are adhering to and compliant with our policies, processes and statutory obligations.
· Take ownership of your professional and personal development, working with your line manager to identify and address gaps in skills and competencies.
· Ensure that the Health and Safety policy, organisation arrangements and procedures under your control are understood, implemented, and monitored.
· Help to ensure any barriers to equality of opportunity are removed and to eliminate unfair and unlawful discrimination, giving everyone an equal chance to learn, work and live free from discrimination and prejudice.
· Demonstrate and advocate for the museum’s values and behaviours in all we do.





























Person Specification: Collections Assistant  
	Criteria
	Essential (E), Desirable (D)
	Assessment
process:
Application (A),
Interview (I),
Test (T).

	Job-specific competencies/qualities/experience:
	

	Knowledge of Collections: Good understanding of fine art, textiles, and European decorative arts, including current debates, artistic practice, and theory.
	E
	A

	Collections Management Systems: Experience with collections databases, including data management, cataloguing, and digital record-keeping.
	E
	A, I

	Loans and Object Movement: Experience delivering a loan programme, liaising with external organisations, and arranging safe transportation, insurance, handling, and return of objects.
	E
	A, I

	Collections Rationalisation & Storage: Experience in collections rationalisation, storage reorganisation, or similar projects.
	E
	A, I

	Preventive Conservation & Handling: Experience with art handling, condition-checking, environmental monitoring, and routine preventive conservation.
	E
	A, I

	Teamwork & Collaboration: Experience working collaboratively with colleagues, volunteers, and external partners to deliver projects and programmes
	E
	A

	Communication & Interpretation: Strong writing, interpretive, and reporting skills with excellent attention to detail.
	E
	A, I

	Project Organisation & Planning: Ability to manage multiple tasks and projects, including monitoring budgets, schedules, and reporting.
	E
	A, I, T

	Evaluation & Impact: Demonstrable experience of evaluation methods and impact measurement for collection-led projects or programmes.
	D
	A

	Compliance & Standards Awareness: Knowledge of government indemnity, copyright, and accredited collection standards.
	D
	A

	Relationship Management: Strong relationship-building skills, including diplomacy and experience maintaining professional networks locally, nationally, and internationally.
	D
	A

	Core competencies/qualities/experience:
	

	Highly organised, able to prioritise and work to tight deadlines
 
	E
	A, I, T

	Display high levels of enthusiasm, flexibility and commitment. An excellent team player

	E
	I

	Ability to communicate effectively internally and externally, engaging with and enthusing others

	E
	I

	Experience and ability in navigating challenges proactively and effectively

	E
	I, T

	Willingness to be accountable for personal performance

	E
	A, I

	Knowledge of Equality, Diversity and Inclusivity issues and experience in addressing these proactively

	D
	A

	Experience using technology and digital platforms for business and project management, engagement and communications.

	E
	A

	Generic competencies/qualities/experience:

	
	

	Commitment to continuous personal development

	E
	A

	Qualifications:
 
	
	

	Advanced level education, or equivalent, or evidence of professional learning and experience.

	D
	A
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