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PERSON SPECIFICATION

	Post:
	Assistant Programme Officer

	Job Family/
Grade/Level:
	 CFUS5b  Grade 5 



GLASGOW LIFE IS A COMPETENCY FRAMEWORK EMPLOYER

	Summary of Role


	Support the delivery of public programme and excellent customer service in venues and across groups of venues. 
· Support the Assistant Museum Manager/Museum Manager in the  planning and organisation of the venue teams’ work, allocating tasks, scheduling and supervising teams and volunteers, monitoring performance and giving training as appropriate
· Organise, develop and implement an effective framework for procedures for staff management, health and safety and building maintenance 
· Assist the venue management team with venue health and safety, maintenance and security, assessing work situations and implementing relevant safety and security measures

· Engaging with visitors, liaising with booked groups, assisting with gallery facilitation and resolving customer queries and complaints
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PERSON SPECIFICATION                           

	CRITERIA
	ESSENTIAL
	DESIRABLE
	EVIDENCE

	Education, Qualifications 
& Training
	     Relevant experience of working in visitor attractions/leisure or commercial public facing businesses.
General understanding of theory and practice of their operation  and delivery of positive visitor/customer experience


	Relevant experience of working in museums/galleries
 Basic management qualification
	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 Certificates

     

	Skills,  Knowledge & Competencies
	Experience and knowledge of the management of a visitor attraction/leisure or commercial public facing business, including customer service, public programme, health and safety, maintenance and security issues
Experience  of and ability  to lead, supervise and motivate a team and other colleagues
Highly developed organisational and  task completion skills

Excellent listening and communication skills 

Ability to deliver services through and with partners/other agencies

Competent IT skills and familiar with key software packages


	Demonstrates proactive professional development
Ability to build relationships with groups and organisations within the community

Ability to contribute to wider service delivery

Awareness of collections care and preventative conservation issues


	 FORMCHECKBOX 
 Application Form

 FORMCHECKBOX 
 References

 FORMCHECKBOX 
 Interview


     

	Other
	     Weekend and evening working is required
Capacity to work flexibly and to a rota (e.g. 5 day out of seven including alternate weekends) 
Post is part of a peripatetic team and will work across different venues as required

Basic Disclosure will be required 


	Have an interest in developing their knowledge of a particular collections area

	 FORMCHECKBOX 
 Interview
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