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THE UNIVERSITY OF MANCHESTER
PARTICULARS OF APPOINTMENT
FACULTY OF CULTURAL INSTITUTIONS
Whitworth Art Gallery
Whitworth Art Gallery Administration 
Visitor Team Assistant 
Vacancy ref: CIX-027490

	Salary:
	Grade 2 £23,114 to £24,600 (plus 6% shift allowance for working across 
7 days) per annum, depending on relevant experience 


	Hours:
	17 hours 30 minutes 

	Duration:
	Fixed term for 11 months 

	Location:
	Oxford Road, Manchester


____________________________________________________________________________

Enquiries about the vacancy, shortlisting and interviews:
Name: Ashleigh Owen 
Email: ashleigh.owen@manchester.ac.uk
_________________________________________________________________________

Job Description

Overall purpose of the job
The Visitor Team is the connection between our visitors, collections, building and surrounding parks and gardens. Members of the Visitor Team are friendly, professional, approachable, knowledgeable, and make people feel comfortable during their time here. This includes welcoming visitors from a variety of backgrounds with a wide range of needs and giving every one the information they require to help them get the most from their visit. Visitor Team Assistants therefore must stay up to date with the latest news and event information, as well as what’s happening across Manchester’s wider cultural scene.

Visitor Team Assistants provide day-to-day access, care, and safety for all our visitors as well as the security of our building and collections. This is done by working closely with our Building and Operations Team to ensure everything looks smart, tidy and is safe for the public to enjoy. Visitor Team Assistants are actively involved with First Aid, Health and Safety, Access as well as Fire Evacuation procedures to ensure this occurs. 

Visitor Team Assistants also deliver guided tours on various topics and themes as well as gather important data by collecting surveys from our visitors.  In addition, Visitor Team Assistants support events such as weddings, concerts, and exhibition previews, whilst proactively collaborating with other teams and partners who run a whole range of programmes and activities across the gallery. 
 
We are a team that brings an enthusiasm to all forms of art and does so by proactively engaging with our visitors both on and offline. Every member of the Visitor Team must enjoy being part of a team and feel confident enough to actively encourage donations, capture additional feedback as well as deal with difficult situations. The Visitor Team’s working pattern covers a 7-day week schedule that repeats itself on a 4-week basis and includes regular evening and weekend work.


[bookmark: _Hlk128061442]Key Responsibilities, Accountabilities Or Duties:
· Always be vigilant to ensure the safety of visitors, staff, the collections as well as the building itself
· Provide a warm welcome and support to everyone who comes to the gallery, whatever their purpose
· Work evenings and weekends on a rota basis or as operational needs require
· Enthusiastically engage with visitors and support their enjoyment of the gallery, including navigation throughout our spaces and providing further information when required
· Conduct visitor surveys and collate / archive visitor feedback, both verbally and written
· Inform visitors of our charitable status and actively encourage donations where appropriate
· Tidy up and/or improve the appearance of the gallery (Including Information Displays, Resource Packs, Workshop Spaces, Interactive Displays / Materials etc.)
· Ensure gallery’s codes of conduct are observed and actions are taken where appropriate (First Aid, Evacuation Procedures, Health & Safety, Food Policies etc.)
· Actively attend and contribute to meetings relevant to the post (Director’s Briefings, Staff Forums, Morning Briefings, Curatorial Talks etc.)
· Maintain an up-to-date knowledge about our collections, exhibitions, and public programmes (Including Workshops, Talks, Conferences, One off Events etc.)
· Work with colleagues from other department such as Civic Engagement and Education, Curatorial, Building Operations, Commercial, Communications, as well as assisting with workshops and events as required
· Provide tours of the gallery and park on various themes and topics. (Daily highlights tours, Whitworth Park Walks, tours specifically for school groups or introductory tours for new staff)
· Be vigilant and aware of access requirements, giving support where needed
· Assist in supporting the preparation of the gallery’s spaces and set-ups 
· Attend external and internal training to ensure duties are carried out to a high standard
· Report any safety and/or maintenance issues promptly
· Ensure all engagement with visitors online is kept on top of and adheres to the gallery’s tone of voice
· Have a smart, tidy, and professional appearance at all times
· Contribute to the gallery’s social media channels by creating relevant/required digital content
· Support fellow team members on the welcome desks


Personal Specification

Essential
· Ability to communicate effectively with a broad range of people
· Follow oral and written instructions closely
· Capable of maintaining a monitoring position in the gallery and move swiftly between areas
· Observant, aware, punctual, and reliable
· Good oral and written communication skills with sociable, communicative manner
· Ability to maintain an appropriate standard of appearance
· Be able to handle and/or get the appropriate person to deal with people in difficult situations
· Physically capable of handling reasonable loads and stand for long periods of time
· An avid team player
· Computer literate, including Microsoft and Mac software
· Confident in engaging people via social media

Desirable 
· Experience in ensuring public safety such as fire marshal or building evacuation
· Experience in giving first aid (training provided)
· Willingness to learn about the history of the Whitworth’s, the building and its collection
· Able to implement an institutional tone of voice and adhere to branding guidelines
· Passionate about arts/culture and of the art represented in the collections
· Individual interests and skills that relate to the role and can be transferred
· Special skills that can help enhance our visitor’s experience

Essential / Expected Behaviours
· Teamwork & Clear Direction
· Patience & Respect
· Improvement & Change 
· Empowerment & Development 


Working For the University Of Manchester:
The University of Manchester strives to make our community a welcoming, caring and enthusiastic one, fuelling ambition with opportunities and support to help us all achieve our personal and professional goals.  

Our diverse job opportunities include an attractive benefits package with family-friendly policies that provide for flexible working.  We care deeply about career and personal development, offering a structured induction programme for new staff, an annual performance and development review, staff training for all career stages and mentoring opportunities to support your career development.  

We have a genuine commitment to equality of opportunity for our staff and students, and are proud to employ a workforce that reflects the diverse community we serve. 

As a global institution, situated at the heart of a lively, culturally diverse city, we welcome applicants of all nationalities.  To help international job applicants plan for life in the UK, we have put together some useful information on passports and visas, travel to the UK, accommodation and a number of other practical considerations.

The Directorate of People & Organisational Development focus is to
· Develop and embed a performance-orientated culture
· Improve the quality of leadership and management
· Motivate, engage, and inform our workforce
· Attract the highest caliber of academic staff
· Develop flexible, capable, and competent staff

We do this through
· Our People & Organisational Development Partners working in partnership with colleagues in the Faculties and the Professional Services & Cultural Institutions
· Our Centre’s of Expertise, providing specialist advice and services across the University
· People & OD Operations delivering the day-to-day services, providing all aspects of transactional administration and payroll

The People & Organisational Development Operational structure consists of: 
· Recruitment & Resourcing 
· Employment Services 
· Payroll
· Systems
· Policy 
· Job Evaluation, Reward & Benefits
· Global Mobility (Immigration)
· People & OD Partners
· Staff Learning & Development
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