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Job description: Curator 
37.5 hours/week. Grade 8. 

As Curator, the main purpose of your role is to ensure the museum’s collection is conserved, catalogued 
and regularly used to create relevant and dynamic exhibitions. This Job Description sets out the specific 
ways in which your individual objectives and day to day activities will help us to bring our vision to life:  to 
celebrate our rich heritage through a vibrant museum and cultural hub which connects people with the past and 
offers enjoyment, learning and inspiration to visitors of all ages. 
 
The Museum of East Dorset is in the process of undergoing a pivotal transformation. We re-opened in 
2020 following a major National Lottery Heritage Funded project which saw all new galleries created. We 
are still completing the postponed activity plan as part of this project, and the Curator will be responsible 
for the creation of a new volunteer Research team and the development of 2 new temporary exhibitions. 
Whilst we’ve come a long way, we’re still changing and adapting including improving our ways of working, 
systems and processes. To ensure the museum is fit for the future, increasing visitor numbers is a key 
consideration for us and the Curator will lead on creating exhibitions, displays and offers which support 
this. At the heart of the East Dorset community, we’re keen to keep challenging ourselves to ensure we’re 
accessible, relevant and inclusive for all. This role will suit someone a dynamic, experienced professional 
who is looking to positively lead the curation of a small community museum.  
 
 

 
I report to: 
 
I am line manager 
for: 

Director 
 
Learning & Community Engagement Officer 
Volunteer teams 
 
 

My key objectives: 1. To ensure the museum’s collections are regularly rotated with 
exhibitions created which appeal to our key audiences and create a 
reason to return 

2. To safeguard the museum’s collections and ensure they are cared for to 
ACE Accreditation Standards. 

3. To ensure staff and volunteers understand how to care for the 
museum’s collection and the historic fabric of the building 

4. To create high quality offers which are inclusive and accessible to all. 
 
 I am responsible for: 
 
Collections 
Management 
 

 Ensuring an accurate and accessible inventory and catalogue of 
artefacts on display, in storage and on loan as laid down by SPECTRUM 

 Identifying potential additions to collections in line with the museum’s 
Collection Development Policy.  

 Collaborating with other museums to loan collection including delivery 
and costs.  

 Be responsible for the management of the library and associated 
volunteers.  

 Take responsibility for ensuring an effective Emergency Plan including 
star item list is in place 
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 Develop a contemporary collecting policy to ensure the museum’s 
collections are relevant. 

 De-accession collection objects which do not meet our Collecting 
Policy. 

 
Preventive 
Conservation 
 
 
 

 Ensuring that collections in storage or on display are maintained in 
suitable environments and are kept secure.  

 Ensuring staff and volunteers receive adequate training to care for the 
collection and historic fabric of the building and their preservation 
appropriately, compiling procedures as a source of guidance and 
reference.  

 Ensuring the museum adheres to ACE Accreditation standards and is 
actively progressing in areas of improvement 

 Create and maintain Policies and Plans related to Collections Care & 
Management, ensuring delivery of actions to achieve targets. 
 

Exhibitions & 
Displays 

 Act as curatorial lead for the museum  
 Develop an exhibitions plan, delivering offers which are inclusive, 

relevant and tell diverse stories showcasing the communities of East 
Dorset. 

 Regularly update and change displays on a planned basis to cultivate 
interest and encourage repeat visitors to the museum.  

 Act as project manager for exhibitions, co-ordinating a team to ensure 
delivery of exhibitions across site including publicity, events and family 
offers.  

 Provide talks and tours as required, sometimes out of hours 
 

  
Visitor Experience  With the Business & Visitor Services Manager, you will ensure the 

museum is accessible and welcoming to all  
 Find opportunities to work with community partners and key 

stakeholders to co-create offers and experiences and engage others in 
our work 

 Working with the Learning and Community Engagement Officer to 
support life long learning. 

 Seek opportunities to loan items through the Government Indemnity 
Scheme to drive repeat visitors and encourage new audiences to the 
museum.   

 You will keep up to date with current trends and best practice in the 
sector to create innovative, fresh offers which appeal to the museum’s 
key audiences.  

 Create content for online collections and digital engagement 
 

Research  Develop and share your specialist expertise on the history and culture 
of East Dorset.  

 Develop a research strategy, ensuring diverse histories are represented 
 Share research with volunteers and staff so they can effectively engage 

with the public.  
 Respond to request for lectures and talks in relation to collections. 
 Develop an approach to external collections and research enquiries 
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Staff Management 
 Taking responsibility for recruitment, selection, retention and appraisal 

of line reports and complying with legislation and internal policies as 
well as budget.  

 Preparing induction programmes and undertake probation reviews. 
 Managing staff effectively ensuring they have clear guidance, with 

measurable targets which are regularly reviewed. 
 Being mindful of staff morale and wellness, encouraging open 

communications and engagement to promote trust and confidence 
 

Volunteer 
Management 

 Take responsibility for effective recruitment, management and 
development of volunteers within my areas of responsibility. 

  Ensuring relevant induction programmes and appropriate training is 
delivered. 

 Planning activities to ensure that appreciation and acknowledgement is 
expressed, encouraging their contribution to the overall culture and 
presentation of the museum to the public. 

 Dealing with any disputes or problems as they arise to retain integrity 
of the volunteer role. 
 

  

General  Undertaking general duties of Duty Officer, supporting volunteers, 
opening and closing the Museum and handling day to day queries on a 
rota basis. 

 Ensuring that you and others comply with the museum’s H&S processes 
and procedures in order to minimise the risk to the public, staff and 
volunteers.  

 Acting as a role model in encouraging a code of conduct that supports 
personal credibility, integrity and confidence in the future of the 
museum.  

 Act as a Key Holder for the museum, attending alarm activations out of 
hours  

 You will be expected to carry out any other duties that may reasonably 
be required in line with the scope of your role 
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Person Specification 

Relevant Experience of:  

 Curatorial experience gained through working with collections 
 Collections care & conservation, including creating cleaning programmes 
 Collections management processes 
 Creating experiences to appeal to specific audiences and evaluating success 
 Setting up and developing curatorial processes eg. enquiries, exhibition development 
 Lead & supporting volunteers, finding innovative ways to involve them in our work. 
 Positively introducing and managing change 
 Working under pressure and to deadline, with excellent prioritisation skills 
 Using collections management systems eg. MODES 
 Undertaking research and using to bring stories to life 

 

Knowledge of: 

 Knowledge of (or willingness to learn) and a desire to enthuse others about the history and 
culture of East Dorset 

 Community engagement and learning best practice and innovation 
 Developing and updating relevant policies and plans eg. Collections Documentation Plans 

 

Skills/Ability to: 

 An enthusiasm for collaborative working both internally and externally including co-curation.  
 Exceptional written and presentation skills 
 Proactive approach to challenges and the ability to work independently 
 Act as an ambassador for the Trust 
 Strong IT skills 
 Commitment to equality, diversity and access 
 Dynamic and innovative 
 Proven ability to work on a number of projects with competing priorities simultaneously 
 

 
.   
 


