Job Description & Person Specification 

Employer :

THE UNIVERSITY OF MANCHESTER

THE MANCHESTER MUSEUM

Job Title:

Curatorial Apprentice
NAS Reference Number: VAC000343887
Curatorial Apprentice

The Manchester Museum is one of the largest and finest museums in Britain. It has world-class collections of both natural sciences and humanities. The Museum has a very varied programme and caters for a wide range of interests, ages and abilities. It attracts around 380,000 visitors each year, most of whom come from the local area. The Museum is committed to using its collections for public benefit, notably in terms of promoting sustainability and intercultural understanding.

The Curatorial Apprentice will work alongside curatorial staff, working on the management and care of world-class museum collections at the Manchester Museum.
This apprenticeship has been created as part of the Creative Employment Programme. The Creative Employment Programme is an Arts Council England fund to support the creation of traineeships, formal apprenticeship and paid internship opportunities in England for unemployed young people wishing to pursue a career in the arts and cultural sector. You can find out more at: http://creative-employment.co.uk/the-creative-employment-programme
Eligibility

There are certain criteria you must meet in order to be eligible to apply for a Creative Employment Programme funded apprenticeship. At the time of applying you must be aged 16 to 24 years old and you must be unemployed and registered with the Apprenticeship Vacancy Matching Service. The employer is also keen to encourage applications from people who have been registered unemployed for 6 months or more.

Applications will only be considered from people permanently resident within the boundary of the City of Manchester. To check you are a resident within the area covered by Manchester City Council, you can see which ward you live in here: www.manchester.gov.uk/councillors
The Curatorial Apprenticeship  is a training position and the post-holder will undertake a programme of on and off the job training with work based guidance and mentoring leading to a level 2 qualification in Cultural and Heritage Venue Operations. 

This apprenticeship post is attached to the Government's National Apprentice Framework and therefore to be eligible for consideration for this post you must not hold a degree qualification.  
If you wish to apply for this position please visit the National Apprenticeship Service Vacancy Matching Service website and search for job ref VAC 000343887 https://apprenticeshipvacancymatchingservice.lsc.gov.uk
Manchester Museum is an equal opportunities employer, who is actively seeking to employ people currently under-represented in the creative and cultural sector. This includes young people, ethnic minorities and people with disabilities.

Hours per week:  
30 Hours per week (Mon- Fri, 8-4, 8.30-4.30 or 9-5)
Salary: 

£216 per week


Contract Duration:  
12 Months
The Manchester Museum is one of the largest and finest museums in Britain. It has world-class collections of both natural sciences and humanities. The Museum has a very varied programme and caters for a wide range of interests, ages and abilities. It attracts around 380,000 visitors each year, most of whom come from the local area. The Museum is committed to using its collections for public benefit, notably in terms of promoting sustainability and intercultural understanding.

Responsible to:  Curator of Botany

Working with: Curatorial Assistants, Curators, Conservators, other Museum staff, volunteers
Main purpose of job: To provide day-to-day technical support to Curators (especially the Curator of Botany) and Curatorial Assistants, help to ensure that Museum objects are well stored, well packed and labelled. To produce computerised records of parts of the Museum collection. 

Duties and responsibilities to include:

Working with other staff, the apprentice will have a range of duties, including:

· Assisting with the planning and re-organisation of museum collections, especially the botany (plant) collections

· Assisting with the documentation (databasing) of collections

· Assisting with the labelling of collections

· Assisting with the care and treatment of collections

· Assisting with visits to the collections by researchers

· Maintaining work areas and equipment in a safe, clean and tidy state.

· To assist with the supervision of volunteers and visitors.

· To represent the Museums’ values in the work you do.

· Such other duties, consistent with the responsibility and grading of the post, as the Museum may require.

Person Specification 
Qualifications

· No formal qualifications are required
Work and other relevant experience
· No specific experience required

Personal qualities and abilities


Essential

· Ordered approach to tasks and attention to detail.

· The ability to engage with a wide range of people.

· Ability to learn and follow professional procedures.

· Awareness of the importance of keeping information confidential.

· Ability to work professionally and stay within professional boundaries.

· Ability to use a computer and familiar with the internet.

· The ability to follow direction from supervisor.

· Excellent interpersonal skills, deal pleasantly and efficiently (telephone and face to face) with internal and external contacts.

· A willingness to work both alone and co-operatively with a team of staff.

· A flexible approach to work and adaptability to varied situations is vital.

Desirable

· An interest in working with Museum collections or in related subjects as a career.
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