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Job Title:
	
Production Assistant  

	Reports to:
	Production Manager 

	Salary: 
Term:
Place of Work:
	£15,279.00 (actual)
Permanent, Part time 22.5 hours per week over 3 days.
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 Production Manager (Exhibition and Display) 
· Working alongside – Collections, Production & Display and Learning Teams and Director of Programme and Collections 
· Direct reports – none 
The Role
The Production Assistant supports the delivery of The Bowes Museum’s exhibition and display programme, contributing to the practical realisation of exhibitions, loans, and collection displays.
Working closely with the Production team, the role combines logistical coordination, administration, and hands-on technical support to ensure exhibitions and displays are delivered safely, efficiently, and to a high standard.
The Person
You will be enthusiastic, highly organised, methodical, and accurate. You will communicate well with colleagues and visitors. 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.
Specific Responsibilities and Duties: 
· Support the administration of exhibitions and displays, including maintaining and delivering against  schedules, , agreements, and records.
· Assist in the delivery of exhibition design, working with curators, designers, and the Production Manager.
· Support the coordination of incoming and outgoing loans, including transport arrangements, scheduling, condition reporting support, and liaison with lenders and partners.
· Deliver practical installation and deinstallation of exhibitions and displays, including art handling, hanging, packing/unpacking, and basic construction.
· Provide technical support including lighting, AV setup, and display preparation.
· Maintain accurate records relating to exhibitions, loans, and production activity.
· Ensure safe working practices at all times, adhering to Health & Safety and COSHH regulations.
· Take the lead in agreeing the volunteer rota, providing support as needed.
· Maintain working spaces, tools, and equipment, ensuring they are safe, organised, and fit for purpose.
· Work on- and off-site as required to support installations, loans, and events.
General responsibilities and duties:
· Contribute positively to the success and culture of The Bowes Museum.
· Support effective communication and promotion of the Museum’s activities.
· Work flexibly in line with programme and installation schedules.
· Ensure compliance with organisational policies, statutory obligations, and Health & Safety requirements.
· Take responsibility for personal development and continuous learning.
· Champion equality, diversity, and inclusion in all areas of work.
· Demonstrate the Museum’s values and behaviours at all times.













Person Specification: Production Assistant 

	Criteria
	Essential (E), Desirable (D)

	Job-specific competencies/qualities/experience:

	Demonstrable experience supporting the delivery of exhibitions, displays, or similar projects in a museum, gallery, or comparable setting.
 
	E

	Art Handling, packing and demonstrable varied installation experience  
 
	E

	
	

	Experience coordinating or supporting loans, transport, or object movement.
	E

	Ability to plan and organise workload, managing multiple tasks and deadlines.
	E

	Good administrative skills, including record-keeping, scheduling, and documentation.

	E

	Strong communication and teamwork skills, with the ability to work effectively with a range of colleagues and partners.

	E

	Knowledge of Health & Safety and safe working practices, including manual handling.

	E

	Experience working with contractors, artists, or external partners.
	E

	Ability to work at height and undertake manual handling tasks safely. 
	E

	Proactive, flexible approach with the ability to problem-solve in a practical environment.
	E

	Experience working with fine art, textiles, or decorative arts collections.

	D

	Awareness of collections care, condition checking, or conservation principles.
	D

	
	

	Experience using digital tools for project coordination or documentation.
	D

	Knowledge of museum standards, including loans procedures or accreditation frameworks.
	D

	Core competencies/qualities/experience:

	Highly organised, able to prioritise and work to tight deadlines

	E

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

	Experience and ability in navigating challenges proactively and effectively

	E

	Willingness to be accountable for personal performance

	E

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

	D

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

	E

	Generic competencies/qualities/ experience:
	

	Commitment to continuous personal development
	E
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