
 

 
 

Important Information about the Job 
 

Job Title Manager – The Museum of Somerset 

Salary £27,191 per annum, equivalent to Spinal Column Point 29 

Location The Museum of Somerset, Castle Green, Taunton TA1 4AA 

Hours of Work This post is for 37 hours a week, with 5 days worked over a 7-day 

week on a rota basis. The post holder will be required to provide 

frequent cover for evening events, Bank Holidays and Sunday 

opening for which time off in lieu is provided.  

Maximum flexibility and the ability and willingness to work 

additional hours/overtime, sometimes at short notice, are 

essential. 

Contract Permanent 

Probationary Period The Trust has a standard probationary period for all employees 

of six months. 

Leave The annual leave entitlement for this position is 29 days per year 

on a pro rata basis. Public holidays are additional to the annual 

leave entitlement. 

Notice Period The notice required is one month from either the employee or 

the Trust. 

Disclosure and Barring 

Service Check 

A Disclosure and Barring Service (DBS) check may be required for 

this position. 

 

 

Equality and Diversity 

The South West Heritage Trust is committed to providing a working environment where all staff 

and volunteers are treated, and treat others, with dignity, fairness and respect and which is free 

from harassment and bullying. 

 

All those who work for or volunteer with the Trust are of equal importance and should be 

respected and valued for their contribution and commitment and for the role they fulfil. 



Job Description 
 

Job Title Manager – The Museum of Somerset 

Reports To Museums Operations Manager 

Responsible for Visitor experience at Museum sites 

Team Museums Service 

Job Purpose 

 

 

 

This post supervises the Visitor Services Team and volunteers at the 

Museum of Somerset in Taunton, with the aim of creating a welcoming, 

accessible, successful and vibrant visitor attraction.  

As Manager of the museum, this post supervises the security and safety 

of the buildings, grounds, collections, staff and visitors, ensuring that 

constant security and surveillance are provided.  

As part of the Museums Service, you will be working with the Museums 

Operations Manager to ensure the museums provide a consistent visitor 

experience and maximise opportunities for income generation.  

Working 

Relationships 

Internal: Staff and volunteers on site and across the Trust. 

External: General Public, Friends, contractors, corporate hire or event 

customers, Trust partner organisations, supporters, town organisations, 

media. 

Additional 

Information 

The normal working week is Tuesday to Saturday, but the post holder 

will be required to provide frequent cover for evening events, Bank 

Holidays and Sunday opening for which time off in lieu is provided. 

Maximum flexibility and the ability and willingness to work additional 

hours/overtime, sometimes at short notice, are essential.  

The post holder will be required to attend out of hours emergency call-

outs which can occur at night time and weekends, and therefore they 

need to be based within a short travel time of the museum. 

 

  



Key Responsibilities and Tasks 
 

1. Manages a team of Visitor Services Assistants (VSAs), and volunteers, providing       

advice, information, support and practical assistance to visitors to ensure that first class 

customer service is delivered face to face, by telephone and electronically in accordance 

with organisational and professional museum standards, systems and procedures. 

Ensures that the public areas are kept clean, tidy and presentable at all times.  

2. Undertakes recruitment, induction and training of Visitor Services staff and volunteers; 

plans team rotas, daily work allocation and absence cover arrangements. Provides cover 

for Visitor Services Assistants as necessary.  

3. Manages the recruitment of volunteers and ensures that they are appropriately trained 

and inducted. This post is also responsible for organising within budget the volunteer 

programme of events and activities. 

4. Coordinates the opening, closing and daily security of the museum as supervisor. Assists 

with the maintenance and proper operation of the site’s security and emergency 

systems, and with the museum galleries’ AV, lighting and interactive equipment. Ensures 

that associated records are correctly maintained.  

5. Manages practical arrangements for group visits, events and weekend/evening functions 

(including school groups, commercial hire, lectures and charitable events run by external 

organisations), such as opening up premises, ensuring that chairs and refreshments are 

laid out and that there is sufficient visitor services staff/volunteer cover.  

6. Manages or assists with guided tours, family activities and other events. 

7. Positively contributes to the development and delivery of new marketing and 

communications materials and strategies in relation to the museum across all formats.  

8. Assists in the operation of, and ensures compliance with, Health & Safety and Welfare 

procedures, with specific responsibility for the briefing and supervision of visitor services 

staff, volunteers, visitors and contractors. Carries out duties defined in emergency 

procedures, such as regular testing of fire alarms.  

9. In collaboration with the Museums Operations Manager, supervises the retail operation 

of the shop. Undertakes till sales, oversees EPOS system and till maintenance, and 

ensures that cash is banked in accordance with Trust procedures and Financial 

Regulations.  

10. Attends out of hours alarm activations and other call-outs for emergencies at the 

museum. These may occur at any time, including nights and weekends. 

11. The job holder is required to follow and comply with all policies and procedures of the 

Trust which include the Trust’s Health & Safety procedures in the workplace, ensuring 

personal safety and the safeguarding of the interests and safety of staff, trainees, visitors 

and others. 

12. To uphold the working values and expectations of the South West Heritage Trust. 

13. To carry out other duties relevant to your post as reasonably required by your line 

manager.  

 



Person Specification 

To succeed in this role you will need to demonstrate: 

 Essentials Desirables 

Qualifications Undergraduate degree or equivalent in a 

related subject. 

OR 

Demonstrable experience gained in a 

similar role. 

Post-graduate qualification in a 

related subject. 

Experience Experience of working in a front-of-house 

customer/visitor service team serving a high-

volume, diverse range of visitors of all ages. 

Experience of managing staff and 

volunteers in a relevant setting. 

Retail experience. 

Experience in the organisation of a variety of 

events. 

Experience of similar work in a 

museum/heritage visitor 

attraction setting (e.g. English 

Heritage/National Trust). 

Experience in volunteer 

recruitment and training. 

Experience of cleaning or caring 

for public areas. 

Skills / 

Knowledge 

Very good interpersonal, problem-solving 

and time management skills. 

Good organisational skills. 

Very good staff and volunteer management 

skills. 

A good working knowledge of premises 

management issues related to a publicly 

accessible building, including health & 

safety, security, ICT and other technical 

equipment.  

Good IT skills (Microsoft Office) and 

confident in the use of other technical 

equipment (e.g. tills, digital projectors).  

Able to respond appropriately and 

sensitively to the diverse needs of visitors, 

for example people with disabilities, 

children and families, overseas visitors. 

Knowledge of Somerset’s history 

and heritage. 

Attributes Available and willing to work evenings, 

Bank Holidays and Sundays as necessary for 

events, openings, talks, etc. Time off in lieu 

will be given for this. 

Enthusiastic about Somerset’s history and 

heritage. 

 

 


