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 JOB DESCRIPTION

Job Title


Museum Housekeeper
Reports to

Operations Manager  
Term


Permanent
Hours
11 hours a week regularly plus opportunities for more hours at mutual convenience
About the Food Museum
The Food Museum connects people with where food comes from and the impact of our food choices: past, present and future. We use our collections, buildings, landscape and programmes to explore our main themes: Grow, Make, Eat.
We work with a wide range of partners to produce inclusive and diverse programming which speaks to 21st-century audiences. We want everyone to see themselves reflected in the work we do. We aim to be relevant, challenging and sustainable.

We care for 17 historic buildings set in 84 acres of countryside, in the heart of Stowmarket, Suffolk. The museum is a charity supporting the community and we undertake a wide range of social projects and programmes. We seek to maintain high professional standards in the presentation and protection of our collection, buildings and site and continually improve our practice.
Purpose of the Job

You will keep the Museum's buildings, facilities and displays in a clean and tidy condition and support in the preparation and take-down of events in order to ensure that the standards of our visitor experience is excellent.
Who are we looking for?
We are looking for someone who has high cleaning standards and understands how important that it is for us to keep the museum site looking its best for our visitors. You need to be comfortable working on your own and have some flexibility beyond your fixed regular hours.
What will the job involve?
· To check and clean the site, including toilets, to ensure they remain in a good condition.

· To assist with venue hire set up (including moving furniture) and clean up for weddings and events as required.

· To clean the exhibition buildings in the winter closed season, including displays, according to the instructions of the Curator.

· To assist in evacuation in the event of an emergency, and ensure the safety of visitors, colleagues and volunteers.
· To undertake such other duties as may be reasonably required. 
You also need to:
· Be aware of and abide by the museum's policies
· Stay up to date with the museum’s communications
· Attend training as and when required
· Work collaboratively and efficiently with other staff
· Work in such a manner as to ensure your own safety and the safety of others, including members of the public, and report any hazards, dangerous occurrences or dangerous equipment you see, and any accident you are involved in or witness to your manager.

This job information cannot be all encompassing. It is inevitable over time that the emphasis of the job will change without changing the general character of the job or the level of duties and responsibilities entailed. This information may be periodically reviewed, revised and updated in consultation with the post holder to reflect appropriate changes.

Skills and Experience – what we require
	Essential criteria – you need to have these
	How this will be assessed

	1. 
	Able to work on your own, to identify what needs to be done and manage your time effectively to do it without supervision.
	Application form and interview

	2. 
	High standards in cleaning.
	Application form and interview

	3. 
	Flexibility, as additional evening, weekend and holiday cover will be required
	Application form and interview

	4. 
	Physically able to carry out the work required by the post, including moving chairs and tables for setting up weddings
	Application form and interview

	5. 
	Comfortable in dealing with a wide range of people
	Application form and interview

	Desirable criteria – it would be a bonus to have these

	6. 
	Understanding of the museum’s remit; an interest in and willingness to learn more about the Food Museum.
	Application form and interview

	7. 
	An awareness of COSSH and health & safety
	Application form and interview

	8. 
	Basic maintenance/general repair experience
	Application form and interview

	9. 
	An interest in getting involved in other aspects of the museum, e.g. café and events 
	Interview

	Behaviours – how we expect you to act

	10. 
	Be able to solve problems and think for yourself
	Interview 

	11. 
	Be effective and efficient: take responsibility for managing own work; stay focused on getting the job done; have a can-do approach; plan and think ahead and make decisions mindful of their cost and environmental impact
	Interview

	12. 
	Be tactful and collaborative: work well and supportively with other staff, volunteers and external people
	Interview




	13. 
	Communicate clearly: be precise and assertive – especially when dealing with difficult issues. Think about how to talk to people to get the best out of them. Listen to and respects diverse voices. Check email and respond to others.
	Interview


Additional Information

Terms and Conditions

 This job is part-time, with 11 regular hours per week. Monday 4 hours, Tuesday 3 hours and Friday 4 hours. There is potential for more hours as the organisation develops. 
 We will need you to help cover holidays through the year.

 Extra working hours are also available during our weddings and events season.
 The successful candidate will be on probation for 6 months.
 Holidays will need to be agreed at least two weeks in advance to ensure cover can be provided. 

 You will be are expected to wear uniform and maintain excellent standards of personal presentation. You will be issued with museum-branded clothing.
 Occasionally you will be required to attend meetings and training outside your core working hours, for which you will be paid.
Selection

Candidates will be marked against the criteria listed above and the top-scoring candidates will be invited to interview. It is essential that your application form gives a full and concise description of the nature, extent and level of the responsibilities you have held. The shortlisting criteria are detailed under the personal specification. Please ensure that you clearly address each and all of the criteria on your application form. 
To Apply

The closing date for receipt of applications is Tuesday 17 February
Interviews will take place on Friday 20 February
We will acknowledge receipt of your application and provide feedback if you would like it.

The Museum is committed to equal opportunities and welcomes applications from candidates of any and all backgrounds. As part of our commitment to diversifying the workforce, we offer guaranteed interviews to people from diverse cultural backgrounds and candidates who have hidden or physical disabilities who meet the essential criteria.
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