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	Job details

	Job title
	Museum Project Officer

	Job Reference
	24131

	Grade and Salary
	5 - £34,434 per annum (pro rata)
This role includes performance related pay progression

	Service and Team
	Public Health & Communities – Place Making & Inclusion

	Location
	Endeavour House, 8 Russell Road, Ipswich, Suffolk, IP1 2BX – Hybrid working

	Hours per week
	29.6 hours 

	Status
	Fixed Term or Secondment to 31/3/2028

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working
· Working from different Council buildings
· Working adjusted core hours (eg starting later and finishing later or other patterns)





	About us



As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners and our communities - both now and for the future. 

That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 

The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job



To support the delivery and administration of the Stepping Stones project. Plan and deliver training, events and marketing. Enhance the level of professional support to museums across Suffolk, helping them maximise opportunities for developing and improving services; to research and develop museum-based projects; to prepare funding applications and manage their delivery.

	[bookmark: _Hlk34906451]About the team 



[image: ][image: A black text on a white background

AI-generated content may be incorrect.][image: Heritage Fund

AI-generated content may be incorrect.]

This job is hosted by Suffolk County Council (SCC) as part of a partnership with the Association for Suffolk Museums (AFSM). It is funded by AFSM, the National Lottery Heritage Fund (NLHF), Historic England and all other local authorities in Suffolk. 
AFSM is a county wide partnership that brings together elected members and independent museum representatives from all district and borough council areas to support Museums across Suffolk.
Line management is provided by SCC’s Project Manager for Museums who is also the Secretary for AFSM. Support will be proved by colleagues within the wider Public Health & Communities directorate.

	What you will be expected to deliver in the role



Day to day tasks may include:
· Meeting with museum staff and volunteers to discuss projects
· Administering the Stepping Stone Fund
· Offering advice and guidance to museums
· Organising training and events
· Reviewing funding applications
· Writing project reports
· Monitoring budgets and project plans
· Liaising with project consultants

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team



Qualifications and professional memberships
1. Qualification in a relevant subject at level 5 or evidence of an equivalent level of knowledge skill and experience gained in either an employment or learning environment.

Values and personal qualities
1. Demonstrates a willingness for making a positive difference for Suffolk.
1. Shares our WE ASPIRE values and is bale to demonstrate these.
1. Able to listen, interpret requirements, advise, negotiate, and communicate effectively with a wide range of people, acting as an advocate for museums.
1. Able to influence with tact and diplomacy and forge positive relationships with external agencies.
1. Able to show discretion and respect confidentiality.
1. Collaborates well a part of a team and offers assistance and support to colleagues and museums.
1. Empathetic and approachable manner and positive about the role of volunteers working in museums.
1. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI).
1. Strives to continuously improve in everything they do, taking the initiative to learn and develop.
1. Brings creativity into their work through innovation and openness to change.

Specialist knowledge skills and experience
1. IT skills including Windows based software, social media, and the Internet.
1. Ability to monitor/manage budgets
1. Good presentation skills to deliver training and promote the service.
1. Marketing, promotion and event management skills.
1. Ability to produce both written and statistical reports.
1. Able to analyse and review reports and funding applications and provide constructive feedback. 
1. Project management skills.
1. Able to plan own workload and work without supervision, responding to deadlines and changing priorities 
1. Problem solving skills to meet challenges of delivering projects.
1. Experience and/or understanding of how to deliver projects.
1. Knowledge of current all-round good museum practice including Museums Association’s Code of Ethics and Museum Accreditation.
1. Knowledge of the wider heritage environment.

Additional requirements 
1. Awareness of museums’ contribution to the economy and health & wellbeing.
1. Understanding of working with voluntary and/or community organisations.
1. Excellent knowledge of how to communicate to and motivate people.
1. Understanding of Devolution and Local Government Reform.
1. Knowledge of funding sources

It would also be desirable to have
1. Membership of Museums Association or Association of Independent Museums.
1. Associateship of the Museums Association (AMA) or interest in working towards AMA and/or other qualification in museum or heritage studies.
1. Good knowledge of project management skills and tools, e.g. PRINCE2.
1. Understanding of museum standards including Accreditation and Spectrum.


If you think you have what it takes to be successful in this role, even if you don’t meet all the criteria, please apply. We’d appreciate the opportunity to consider your application.


	Travel requirements



Frequent Travel Desirable - You may need to operate across a wide and rural area, so it would be beneficial for you to either hold a full and current driving licence and have access to personal transport or meet the mobility requirements of the role through other reasonable and suitable means. 

	Our values – WE ASPIRE
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At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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