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	Museums



The Museums’ collections are of national and international interest and importance, and consist of around 115,000 artefacts and specimens reflecting more than 600 years of academic enquiry, creativity and innovation. Among them are three Recognised Collections of National Significance: our Heritage, Chemistry, and Scientific Instruments collections. The Museums’ enduring mission is to steward and share these collections, engaging people everywhere with the intellectual and cultural life of St Andrews.

Museum collections are featured in the Wardlaw Museum and the Bell Pettigrew Museum, stored and studied in a dedicated Collections Centre, displayed across the University campus, and lent for exhibition nationally and internationally. 
The Wardlaw Museum will open to the public in 2021, with four new thematic galleries, a new temporary exhibitions space, a foyer to accommodate larger groups on arrival, a remodelled and expanded shop, improved infrastructure and a new Research Studio space that expands capacity for the Museums’ pubic engagement and outreach activities. 
The Museums of the University of St Andrews is made up of three teams – Collections; Learning & Access; and Visitor Services. The role of Exhibitions Officer, Environment and Natural History, will sit within the Collections team, but close working with all colleagues will be fundamental to the successful delivery of the project.
The job description for this role is attached below.

	Job Description




	Job Title: Exhibitions Officer, Environment and Natural History
School/Unit: Museums
Reporting to: Collections and Exhibitions Curator
Job Family: Managerial, Specialist & Administrative 
Duration of Post: 10 months

	Working Hours: 1 FTE – 5 days (36.25 hours) per week
Usually 9am – 5.15pm.

Some out-of-hours work (evening and weekends) may be required (Time in lieu can be agreed with the line manager for any out of hours work)
Grade/Salary Range: 4/£23,067 - £26,715 per annum, pro rata 
Reference No: CG1864MR 
Start Date: As soon as possible 



	Main Purpose of Role


To assist and support the work of the Museums team to deliver an ambitious and innovative exhibition at the Wardlaw Museum that will develop new museum practise for interpretation and evaluation in relation to environmental issues. The role will also involve developing online content for the exhibition, enabling us to test out a post-Covid model of blended online and on site engagement, and the creation of digital content (panels, graphics, etc.) that can be offered free to other museums and visitor attractions, from 2022. Collaboration with the wider Museums team in Learning and Access and Visitor Services will be essential, alongside working with internal exhibition partners in the Scottish Oceans Institute and Marine Alliance for Science and Technology for Scotland.
	Key Duties and Responsibilities


Display and Exhibition Development:
1. Contribute to the design and preparation of interpretation and evaluation for the exhibition at the Wardlaw Museum – this will involve inputting into the development of text; sourcing images including the commissioning of new photography and sourcing images from external institutions/copyright holders; overseeing the production of audio-visual content; prototyping exhibition content, including the use of digitised collections
2. Work with the Museums team to carry out 2D/3D digitisation of objects to facilitate the creation of object-based digital content 

3. Work with the Museums team, exhibition partners and exhibition designers to develop and refine installation layouts.
4. Develop online content for the exhibition that will enable us to test out a post-Covid model of blended online and on-site engagement.
5. Create digital content/assets (e.g. panels, graphics) that will be offered to other museums and visitor attractions who are developing programming relating to environmental sustainability.
Collections Management / Collections Care:
6. Condition-checking, packing of objects and logistical planning of object movement ready for installation; working with removal contractors to deliver objects for installation programme.
7. Assist with the installation of objects into the exhibition at the Wardlaw Museum.
8. Co-ordinate conservation work with external conservators, as necessary, to ensure objects are ‘display-ready’.
9. Maintain project documentation – recording object lists and project data on the collections management database, updating records for location control.
General:
10. Undertake administrative tasks as required by the project.
Special Requirements: 
Whilst most activities will take place during normal working hours, some evening and weekend work will be required.
Please note that this job description is not exhaustive, and the role holder may be required to undertake other relevant duties commensurate with the grading of the post.  Activities may be subject to amendment over time as the role develops and/or priorities and requirements evolve.  

	Person Specification 


This section details the attributes e.g. skills, knowledge/qualifications and competencies which are required in order to undertake the full remit of this post.  

	Attributes 
	Essential
	Desirable 
	Means of Assessment

(i.e. application form, interview, test, presentation etc)



	Education & Qualifications 

(technical, professional, academic qualifications and training required) 


	Good first degree.
Relevant postgraduate qualification in Museum, Heritage or Display related area.

	
	Application form / certificates

	Experience & Knowledge

(examples of specific experience and knowledge sought) 


	Experience of working in a museum or gallery.
Experience of collections care work, including preventive conservation and best practice in object handling and packing.

An understanding of collections care and conservation principles.

Knowledge of collections management procedures, in particular location control and incoming loans.

Experience of working with collections management databases for retrieving data as well as inputting and updating data.

Experience of working on the development and/or delivery of displays and exhibitions.


	Experience of basic object cleaning.

Experience of environmental monitoring and reporting.

Experience of working with conservators.

An understanding of copyright law, particularly in relation to the reproduction of images for publication.

Experience of procurement and liaising with suppliers.

Experience of writing gallery interpretation.

Experience of supervising volunteers.

Awareness of Health & Safety specifically in relation to museum collection hazards, as well as more general manual handling practice and safe working in both storage and gallery sites.
	

	Competencies & Skills

(e.g. effective communication skills, initiative, flexibility, leadership etc)   


	High motivation and an ability to demonstrate initiative.

Good time management skills. An ability to manage multiple priorities.

An organised approach. The ability to work under pressure to deadlines.

Excellent interpersonal skills and a proven track record of team-based working. 

An ability to work collaboratively with a range of stakeholders.

The ability to be creative and imaginative in developing gallery and exhibition content.

Computer literacy – ability to use word-processing, internet, email, databases and spreadsheet applications to support workload.
	Basic skills using photo-editing software (eg. Photoshop)
Confidence in supervising volunteers or interns on collections-based tasks.
Confidence in liaising with and directing the work of external contractors, eg. specialist removal contractors.
	

	Other Attributes/Abilities 

(if applicable) 


	Commitment and enthusiasm to show-casing the University’s nationally and internationally significant collections.

Commitment to working in support of the aims of the MUSA project, working flexibly as part of a team in order to achieve collective targets and deadlines. 
	
	


Essential Criteria – requirements without which a candidate would not be able to undertake the full remit of the role.  Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the short listing stage. 

Desirable Criteria – requirements which would be useful for the candidate to hold.  When short listing, these criteria will be considered when more than one applicant meets the essential requirements.  

	Other Information  


We encourage applicants to apply online at www.vacancies.st-andrews.ac.uk/welcome.aspx, however if you are unable to do this, please call +44 (0)1334 462571 for a paper application form.  

For all applications, please quote ref: CG1864MR
The University is committed to equality for all, demonstrated through our working on diversity awards (ECU Athena SWAN/Race Charters; Carer Positive; LGBT Charter; and Stonewall).  More details can be found at http://www.st-andrews.ac.uk/hr/edi/diversityawards/.

The University is committed to equality of opportunity.

The University of St Andrews is a charity registered in Scotland (No SC013532).
	Obligations as an Employee   


You have a duty to carry out your work in a safe manner in order not to endanger yourself or anyone else by your acts or omissions.   

You are required to comply with the University health and safety policy as it relates to your work activities, and to take appropriate action in case of an emergency.
You are required to undertake the Information Security Essentials computer-based training course and adhere to its principles alongside related University Policy and Regulations.
You are responsible for applying the University’s equality and diversity policies and principles in your own area of responsibility and in your general conduct.

You have a responsibility to promote high levels of customer care within your own area of work/activities.

You should be adaptable to change, and be willing to acquire new skills and knowledge as applicable to the needs of the role.  

You may, with reasonable notice, be required to work within other Schools/Units within the University of St Andrews.

You have the responsibility to engage with the University’s commitment to Environmental Sustainability in order to reduce its waste, energy consumption and carbon footprint.
	Who Are We? St Andrews At a Glance   


Third oldest university in English speaking world

Consistently ranked one of the UK’s top five universities
Award-winning teaching quality and student experience
Top in UK for student satisfaction
Research-intensive – ranked 14th in UK Research Excellence Framework
Athena SWAN Bronze Award holder
Strategy founded on ambition to be World-Leading, Diverse, Global, Entrepreneurial and Socially Responsible.

Over 9000 students and 2500 staff

Highly international – over 45% of students and staff are from outwith the UK

A non-campus university, closely integrated with the ancient town of St Andrews

Top quality sports, music and nursery facilities for staff and students 

Committed to sustainability and a pioneer of green energy solutions
	The University & Town 




Founded in the early 15th century, St Andrews is Scotland’s first university and one of the oldest in the world. 

Situated on the east coast of Scotland and framed by countryside, beaches and cliffs, the town of St Andrews was once the centre of the nation’s political and religious life.

Today, it’s a vibrant academic town with a distinctively cosmopolitan feel where students and university staff account for more than half of the local population.

The University of St Andrews is a diverse and international community of almost 12,000 students and staff, typically of over 140 nationalities. It has over 9000 students, just over 7,000 of them undergraduates, and employs approximately 2,500 staff - made up of c. 1,190 in the academic job families and c 1,350 in the non-academic job families.

Under the leadership of current Principal Professor Sally Mapstone, the University’s Strategy (2018-23) is to broaden its global influence, become more diverse and consolidate its long-held position amongst the top five universities in the UK.

The plan sets out St Andrews’ ambitions to grow its international profile, champion diversity and inclusivity, expand its portfolio of world-leading research, develop stronger links with industry and embed a new culture of entrepreneurship among students and staff.

It also places social responsibility at its heart, with a pledge to manage growth in student numbers, foster a growing culture of sustainability and pursue a research and teaching agenda for the wider public good.

The University is one of Europe’s most research-intensive seats of learning. In the Research Excellence Framework (REF) 2014 it was ranked top in Scotland for quality of research output and one of the UK’s top 20 research universities.

St Andrews is consistently held to be one of the United Kingdom’s top five universities in university league tables compiled by The Times and The Sunday Times, The Guardian and The Complete University Guide.

It has frequently been rated the leading university in Scotland for teaching quality and academic experience, and in the National Student Survey 2018/19 was the leading mainstream UK university for student satisfaction.



In international and world rankings St Andrews scores highly for teaching quality, research, international outlook and citations. It is currently a World Top 100 institution in the QS World University Rankings 2019.



St Andrews’ reputation for teaching, research and student satisfaction make it one of the most sought-after destinations for prospective students from the UK, Europe and overseas. 

The University typically averages 12 applications per place and has not offered Clearing places for over a decade. St Andrews has highly challenging academic entry requirements to attract only the most academically potent students in the Arts, Sciences, Medicine and Divinity. 

St Andrews holds an Institutional Athena SWAN Bronze Award, while the Schools of Biology, Physics & Astronomy and Psychology and Neuroscience have achieved Athena SWAN Silver Awards. 



