GREATER MANCHESTER POLICE
JOB DESCRIPTION

	
POST TITLE:

	
Museum Curator


	
DEPARTMENT/DIVISION/BRANCH:

	 
Corporate Communications Branch

	
SECTION/UNIT:

	
GMP Museum & Archive

	
GRADE:

	
G

	
RESPONSIBLE TO:

	
Campaign and Engagement Manager

	
RESPONSIBLE FOR:

	
Museum Education and Engagement Officer


	
AIM OF JOB:

	
To manage and promote a professional museum service (in line with the Museum Registration Scheme and Force policies), including the supervision of the Museum Education & Engagement Officer/volunteers and contributing to positive public relations for GMP.




MAIN DUTIES AND RESPONSIBILITIES

· To ensure the day-to-day, development and improvement of the GMP museum and its collections.

· To collate and make available an historical record of policing the Greater Manchester area and ensure that the museum acts as an ‘Information Centre’ for all historical material relating to policing in Greater Manchester.

· To manage the workload of the Museum Education & Engagement Officer.  To ensure the maintenance of correct records e.g. for overtime, leave, expenses and sickness, together with the development and training of the Museum Education & Engagement Officer.

· To manage the workload of the museum volunteers and other temporary workers at the museum.

· To be responsible for the efficient monitoring of the museum budget.  To ensure that procedures with respect to selection of suppliers, raising orders and invoicing are followed in accordance with force instructions.  To ensure that all monies received as income are properly banked and accounted for.

· To proactively seek income generation opportunities for the GMP Museum e.g. filming or sponsorship opportunities and to monitor and account for the expenditure of funds when funding has been successfully secured.

· To supervise the selection, ordering and accounting for shop stock, together with the banking and accounting for any income and expenditure from shop sales.

· To ensure the provision of an efficient and professionally organised visitor service for the museum.

· With reference to the National Curriculum, develop and implement educational strategies including the provision of educational materials, displays and presentations to schools.

· To maintain and develop cataloguing of exhibits, records, archives etc and to ensure that the museum collections are held in appropriate and secure conditions.  To ensure that loans to and from the collection are correctly recorded.

· To ensure that the provision of permanent and temporary displays/exhibitions at the museum provide a professional and positive image of the Force to visitors.  To direct the maintenance and renovation of existing displays within the museum.

· To take a leading role in the interviewing, selecting and briefing of designers and consultants to be involved in projects at the museum.

· To design and have produced museum publications for educational and general use by customers of the museum.

· To ensure that enquires received at the museum are dealt with professionally and efficiently.

· To produce a business plan or performance improvement plan for the museum, under the direction of the Campaign and Engagement Manager, as part of the Corporate Communications Branch overall performance improvement objectives.

· To identify publicity opportunities and communicate (internally and externally) the Museum service in liaison with the Campaign and Engagement Team – including the production and use of promotional materials and attendance at relevant events e.g. open days – in line with Force and Corporate Communications Branch Objectives.

· To provide interviews and similar facilities for TV, radio and print media in liaison with the Corporate Communications Branch.

· To be responsible for the security of the museum building and the collections, ensuring that faults are reported.  To attend at the museum if required to following the activation of the intruder alarm.

· To be responsible for Health and Safety issues relating to workers and visitors to the museum as well as self, and to take appropriate action.

· To ensure the confidentiality of information, whether computer based or otherwise in compliance with legislation, especially Data Protection, Force policies and other requirements.

· To promote and comply with GMP's policies on health and safety both in the delivery of services and the treatment of others.

· Comply with and promote equality legislation and GMP's policies on diversity and equality. Take steps to eliminate unlawful discrimination, advance equality of opportunity and foster good relations.

· To fully participate in GMP’s development review process.

· If you have responsibility for staff; to manage staff development, performance and attendance using appropriate GMP policy and procedure.

· To carry out such other duties which are consistent with the nature, responsibilities and grading of the post.
· To comply with the requirements of GMP's policies on Drug and Alcohol testing – requirements in respect of specific posts/ roles are described in the policies which are available on the Intranet/SharePoint.

· All staff and officers must adhere to and comply with Data Protection, Freedom of Information and Human Rights legislation and the Authorised Professional Practice (Information Management).  It is the responsibility of all staff and officers to maintain data quality and security. Therefore when inputting, updating and using GMP information, you are to ensure that it is Accurate, Adequate, Relevant and Timely (AART), and that it is used / disclosed for business purposes only and kept secure. The most current guidance and advice in respect of compliance with the legislation and information / records management standards can be found on the Information Management Intranet site/Information Services SharePoint site. 
· Supervisors and managers have the additional responsibility of ensuring that staff undertake the appropriate training and fully understand and apply the required Force policy, procedures and information / records management standards in the course of their duties. Supervisors and managers should ensure that staff / officers understand their responsibilities in maintaining data quality and security and have appropriate processes in place to monitor compliance.


NOTES

This job description records the principal responsibilities of the job at the date shown. The job description will be updated from time to time in conjunction with the post holders to reflect changes.

Please note that we will consider making reasonable adjustments to the above, in line with the Equality Act.

The most up to date version of various GMP policies and pieces of legislation can be found on the Intranet/ SharePoint.  Further support and guidance can be sought from the HR Advisory Service or the Information Compliance and Records Management Unit.  The most up to date telephone numbers are available on the GMP Intranet. 



LEADERSHIP EXPECTATIONS

The Leadership Expectations is a framework, which describes the attributes, behaviours, and outcomes that are demonstrated by successful leaders across GMP. They also describe what all our staff and officers need to deliver in order to achieve the Force’s vision “Protecting society and keeping people safe”.  

The Leadership Expectations will be embedded in leadership training, recruitment and selection, police officer promotion, development programmes and performance reviews.

Our Leadership Expectations are:

Inspiring Others  
Listening to, involving and motivating others to take action and behave with courage and integrity

Enabling Change and Improvement
Taking responsibility to solve problems, implement change and make improvements to our services

Developing Yourself and Others
Developing yourself and others to succeed and increase their contribution to GMP

Responsibility for/to the Team 
Setting a clear direction and promoting teamwork to achieve high standards of professionalism and performance in all situations however challenging

Working in Partnership
Working as one GMP team and with external partners to achieve results that benefit GMP and our communities

Demonstrating Respect and Compassion
Treating all our people, partners and communities with respect and compassion

Service Delivery
Delivering excellent policing services to the people of Greater Manchester 


Leaders have been identified at four levels:

· Peer
· First
· Middle
· Senior


The Museum Curator has been identified as:  A First Line Leader

Please Note:  As well as assessing candidates against criteria outlined in the Person Specification, the selection process will also include candidate assessment of the leadership expectations.

For more information on our leadership expectations please visit our website 
www.gmp-recruitment.co.uk










PERSON SPECIFICATION
MUSEUM CURATOR
Corporate Communications Branch

	
Short-Listing Criteria
	
Essential/
Desirable
(E/D)
	
Assessment of Criteria (how the shortlisting criteria will be assessed)

	
Qualifications/Education

Degree or an equivalent qualification in a relevant subject.

Relevant qualification in museum or related studies.
	


E


D

	


AF/C


AF/C

	
Experience

Experience of working with historic artefacts in museum collections.

Experience of communicating the history of a subject to a diverse audience and using a wide range of media.

Proven track record of working and collaborating effectively with excellent interpersonal skills.

Experience of fundraising within a museum environment.

Experience of managing volunteers.

Experience of planning and organising priorities to meet demands.

Experience of working with collections of police material/social history.

Experience of communicating the history and current practice of policing for a diverse range of audiences including non-specialists, for example in exhibitions, outreach, social media.

Experience managing a police museum and archive function.

Experience working in a large organisation.

Experience of historical research.

	


E


E



E


E


E

E


D


D




D


D

D
	


AF/I


AF/I



AF/I


AF/I


AF/I

AF/I


AF/I


AF/I




AF/I


AF/I

AF/I

	
Knowledge

Knowledge of conservation and environmental controls, cataloguing systems and policy matters related to the care of a collection.

Knowledge of police history and current issues in related historical research.

	


E



D


	


I



I

	
Skills/Abilities

Ability in administrative procedures with an ability to work under pressure.
Able to identify opportunities and to be proactive with minimal supervision.
IT proficient including in the use of MIMSY XG or similar systems.
	


E


E


E
	


AF/I


AF/I


AF/I



	
Other

Ability and prepared to work shifts and weekends and to adopt a flexible approach to shift changes.

Full UK driving license and use of a vehicle.

Has achieved a good attendance record.
	


E


E

E
	


I


AF/I

AF/E



Key

	AF(E)
	Eligibility (this will be checked at shortlisting by the recruitment team)

	AF
	Application Form

	C
	Certificate

	T
	Test

	I
	Interview




· Candidates who do not demonstrate on the application form, criteria assessed at eligibility stage (E), may not be considered for short-listing.
· Candidates who do not demonstrate on the application form, criteria identified as essential and being assessed at application form (AF), may not be shortlisted.
· All essential criteria above will also be discussed in GMP’s - development review process.  
· The desirable criteria marked with an asterisk will be desirable at selection stage but will become essential once in post and will be discussed in the development review process.
· A good attendance record will be assessed in accordance with current guidelines. For recruitment purposes this can only legally occur following a provisional offer, at which stage the offer can be rescinded. Consideration will be given to Disability related absence/maternity related absence in line with current guidelines.
Museum Curator 
December 2018
