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Job Title:   
	Collections Move Co-ordinator

	Organisation:  
	Chedham’s Yard Trust
	

	Renumeration:  
	£8.50ph
	

	
	
	

	Type:   
	2 x short term part time posts (3 days per week)
	

	
	
	

	Location:   
	Off-site Store Nr Snitterfield Stratford Upon Avon and Chedham’s Yard, Wellesbourne
	

	
	
	

	Reports to:
	Heritage Project Officer
	

	
	

	
	

	  
	  

	Background Information
Chedham’s Yard is a former 19th Century blacksmith's & wheelwright's workshop in Warwickshire. Our aim is to develop the Yard into a centre for active heritage and education whilst maintaining its unique charm for both our community and for visitors. www.chedhamsyard.org.uk
In preparation for our opening in April 2012 we need to move our large object collection, of approximately 4500 items, back into the restored workshops. We are seeking collections move co-ordinators to supervise and manage small teams of volunteers. The volunteer team will handle, move and pack/unpack our historic collections in preparation for display at Chedham’s Yard. 

It will be a central feature of this post holder’s work to lead and direct the volunteer collections move team. Other the post holder must also consult the collections database and other resources available to ensure artefacts are packed and unpacked correctly. The posts will be for January and February 2012, exact dates to be confirmed.
Key Duties
To consult the collections data available to ensure the packing and unpacking process is carried out methodically. 
To ensure that collections care procedures are followed.
To ensure the recording and checking of collections database information.

To supervise a small volunteer team.

To advise volunteers on the packing and moving process.
To manage timesheets and volunteer expenses forms.
To working as part of a team with other Chedham’s Yard volunteers and staff.

To attend training sessions on object handling, collections care, packing and health & safety.

Line Management Responsibilities
The post-holder will be responsible for managing the volunteer collections move team.
Health & Safety

To comply with Health and Safety legislation and ensure manual lifting advice is followed.
Other duties 

To comply with Chedham’s Yard Trust’s Diversity Policy and all other relevant policies.

To carry out any other duties that are reasonably required by the Heritage Project Officer.

Person specification
Required Qualifications:

Current valid driving licence (Essential for travel to Snitterfield Store)


Relevant Experience:


Experience of object handling (Desirable)

Previous experience working or volunteering in a curatorial role heritage site or similar environment (Essential)

Abilities & Skills

All of the following are essential requirements of the job.


Good written and verbal communication skills 
Good time management and organisational skills
Excellent IT skills including competence in Microsoft Office applications (Word, Excel, Outlook, Powerpoint) 

Enthusiasm, energy, patience and understanding
Flexible and helpful attitude 

Able to work on own and as part of a small team 

Able to relate well to and communicate with all sections of the general public
Able to co-ordinate, motivate, enthuse and manage people
Able to travel to and from the site and object store

Ability to undertake strenuous physical tasks on a daily basis

Manual handling – must be able to regularly lift 20kg – as part of job


Knowledge & Awareness

Awareness of Health and Safety legislation (Desirable)

Closing date – 22nd December

Interviews will take place on the 5th and 6th January with a view to beginning week commencing 9th January.
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