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Ashmolean Museum 

Museum of Art and Archaeology
University of Oxford
Beaumont Street

Oxford  OX1 2PH

Visitor Services Assistants - Casual posts
Location: 

Ashmolean Museum

Responsible to:
 Visitor Services Team Leader

Background 

Founded in 1683, the Ashmolean is the oldest and one of the finest museums in Britain.  The Museum is a department of Oxford University, and therefore has the highest standards of collecting and research. 
We are to be an open door to the excellence of Oxford, sparking in everyone a curiosity for the beauty, diversity and intellectual richness of our collections.

Job Description

Main Purpose of Job:

Visitor Services Assistants will be part of the Front of House team who will together ensure a high level of visitor care.  They will help to ensure that the environment allows the visitor to open his/her mind to the joy of learning. 
Visitor Services Assistants are responsible for ensuring that we provide an exceptional service to our visitors.  At all times the objectives of the Visitor Services Assistant are a combination of security, health and safety, visitor service and public relations.  It is imperative that we protect the staff, the visitors, the building and artefacts from both accidental and/or intentional harm. 

Key Responsibilities

1. As part of the Front of House team, create a friendly and welcoming environment for staff and visitors.
2. Together with the Security Team, help to safeguard the museum building as well as its’ staff, visitors and collections, when they are within the building.

3. Provide a helpful, informative and efficient service to all whilst resolving any problems or issues in a calm and diplomatic manner.
4. Interpret and enforce the Museum’s codes of conduct in a sensible and sensitive manner so that the public are not offended.

5. Assist visitors with enthusiasm by giving them directions or more information promoting the building, its collections, development plan, the University, the City, etc

6. Ensure a high standard of personal presentation.

7. As part of a team, ensure that the Museum is presented at its’ best, by taking action or alerting other staff to take action as appropriate, to keep areas clean and tidy, leaflet dispensers well-stocked, as well as to eliminate any slip or trip hazards.
8. Encourage visitors to make compliments, complaints and observations and act to pass these on, or to resolve immediately, as far as possible, using appropriate discretion.

9. Promote the Museum and its activities – for example exhibitions, education services, and corporate hire opportunities, taking contact details and/or providing a point of reference for the visitor concerned.

10. Visitor Services Assistants will be expected to attend team meetings and briefings, one to one meetings with their team leader and participate in induction, training, consultation and other activities as required, within the Museum or University.

11. Work at all times within the Museum’s Health and Safety guidelines
12. As part of a team and in accordance with the Museum’s emergency and fire procedures, assist visitors and staff to evacuate the premises as necessary.

13. Carry out any other duties commensurate with the grade of this post.  Such duties may include cleaning within the galleries or preparation of Museum spaces for events and meetings
This is not an exhaustive list of duties and the Museum’s management may, at any time, allocate other tasks which are of a similar nature or level.

.
Person Specification
Experience 

Some previous experience of basic security responsibilities.

Experience of working in a busy visitor, or customer focused environment
Experience and awareness of health and safety issues within a busy public environment.

Experience of working effectively as part of a team

Skills and Knowledge

Be able to demonstrate a reliable, responsible, flexible and trustworthy attitude and approach
Adhere to the dress/uniform code and behave in a manner that is appropriate for the Museum and the University
Have a good command of the English language. (Although English does not have to be your first language; we are proud of the number of languages spoken by our staff)
Have a confident and proactive approach to resolving problems and dealing with issues arising
Have a sound judgement when dealing with people and enjoy working with them
Have a good eye for attention to detail
Have the ability to work positively as part of a diverse team
Be willing to acquire a good working knowledge of the Museum and its future, the University and the City
Have the desire to keep up to date on any information which might assist the public.

An ability to make good use of own time during quieter periods.
An ability and willingness to work evening, weekend and bank holiday shifts when required.
Be able to work at least 16 hours per week.
Desirable:

An additional language would be an advantage
Terms and Conditions of Employment

Salary:  Postholders will work on a “zero hours” contract.  This means we will offer hours as and when required to cover busy periods and permanent staff absence.  The hourly rate will be £7.11 per hour and the post holder will be entitled to paid holiday on a pro-rata basis.
The University has a generous maternity leave scheme and also offers paternity leave for expectant fathers and partners, and adoption leave. It offers subsidised childcare places, has access to priority places at other nurseries, and also offers a holiday play-scheme and Salary Sacrifice Childcare Vouchers.  The University Childcare Officer is able to provide information about waiting lists and childcare facilities in the local area.  For further information (including information about paternity and adoption leave) see www.admin.ox.ac.uk/eop/child.

All appointments are subject to the receipt of a satisfactory medical questionnaire and occupational health clearance as well as the proof of the right to work in this country.

Equal Opportunities Statement

The policy and practice of the University of Oxford require that all staff are afforded equal opportunities within employment and that entry into employment with the University and progression within employment will be determined only by personal merit and the application of criteria which are related to the duties of each particular post and the relevant salary structure. 

In all cases, ability to perform the job will be the primary consideration. Subject to statutory provisions, no applicant or member of staff will be treated less favourably than another because of his or her sex, marital status, sexual orientation, racial group or disability.

Data Protection

All data supplied by applicants will be sued only for the purposes of determining their suitability for the post, and will be held in accordance with the principles of the Data Protection Act 1998 and the University’s Data Protection Policy.

How to Apply

All applications must be made on an application form and sent by email to human.resources@ashmus.ox.ac.uk  (It is possible, but not preferred, to send applications by post to The Human Resources Department, Ashmolean Museum, Oxford OX1 2PH.) 
The closing date is 5pm on Monday 13th September 2010.  Interviews are likely to be held on Thursday 23rd and Friday 24th September.  As there are several staff members involved in the selection process it will not be possible to alter the interview date, once agreed.
We would advise you to make an application as soon as possible, because if we receive a high volume of applications we reserve the right to close the vacancy before the closing date.

In the interests of economy we will only contact those candidates who have been shortlisted for interview and they will be informed by telephone or email.  If you do not hear from us within two weeks of the closing date please assume that you have not been successful on this occasion.
Please note we are only able to pay interview travel expenses within the UK

This post does not meet the minimum requirements for work permit employment: we can therefore only accept applications from those who can prove their eligibility to work in the UK.

Useful Web Links

The Ashmolean - http://www.ashmolean.org/
The Ashmolean Vacancies Page - http://www.ashmolean.org/about/vacancies/
The Ashmolean Staff / Contact List - http://www.ashmolean.org/contact/
Oxford University - http://www.ox.ac.uk/
Staff Benefits - http://www.admin.ox.ac.uk/ps/staff/benefits/
Oxford Maps & Directions - http://www.ox.ac.uk/visitors_friends/maps_and_directions/index.html












