
 

 

Abingdon-on-Thames Town Council 
County Hall Museum 

Proposed Job Description 

Job title: Museum Assistant and Keyholder 

Service: Museum, Abingdon-on-Thames Town Council 

Job type: Fixed contract 12 months (maternity leave cover) 13.5 hours 

per week 

Responsible to: Museum Manager 

Salary Scale: SCP 10 (£21,322 full time equivalent, pro-rata for 

part- time) 

 

Job summary  

Museum Assistants work as part of the small team of museum staff employed by Abingdon-on-

Thames Town Council, under the overall direction of the Museum Manager and the day-to-day 

supervision of the Senior Museum Assistants (SMA). This role has been created to cover 

maternity leave for a Senior Museum Assistant and will Run from beginning the of October 2021 

to the end of September 2022 as a fixed term 12-month contract. 

The ‘Museum Assistant and Keyholder’ position will offer essential services to the front of house 

team, normally fulfilled by the Senior Museum Assistant, but does not require the additional 

knowledge and services provided by the SMA role. This role entails being Duty Manager for 

Museum Assistants, unlocking and locking the museum, deactivating and setting the alarms 

and being the responsible member of staff during shifts when senior staff are not present. 

There may be opportunities to assist with other Museum activities as part of this role.  

The working hours for this role are Thursdays and Fridays 1pm to 4.15pm and on Saturdays 

9am to 4.30pm (with a half hour unpaid lunch break from 1pm to 1.30pm). 

 

* 



 

1. Key responsibilities  

a) To be a key holder for the Museum, which may require attending call outs at unsocial 

hours; to be able to lock/unlock the Museum, and when required be the most senior 

person on site during opening hours.  

b) To assist the Senior Museum Assistants with banking, stock control for the shop and 

programming / operation of cash registers.  

c) To be flexible and able to work some evenings and weekends when special events or 

meetings are taking place or provide leave cover for other front of house staff. 

d) To be the face of the Museum, talking to visitors and in the event of an emergency to be 

one of the trained people who ensure that visitors are safely evacuated and the museum 

is secure.  

e) Operational duties: staffing reception desk in the Sessions Gallery answering public 

enquiries - in person and by telephone or e-mail, stocking and tidying up the shop at the 

start and end of the day.  

f) Invigilating Museum galleries to provide security for the displays, assistance when 

needed with interactive displays, encouragement to take part in activities and additional 

information as required.  

g) Assisting visitors with wheelchairs or pushchairs and who wish to use the lift into the 

basement of the Museum. Offering help to visitors who may find the stairs or orientation 

of the galleries difficult to negotiate and when appropriate draw their attention to the 

audio and visual aids available.  

h) Helping with family activities and children’s trails around the galleries. 

i) Using Museum computer systems to log enquires, keeping records of numbers of visitors 

and reporting visitor comments which will help the Museum to continually monitor its 

service.  

j) To undertake such duties as shall be directed by the Museum Manager (including 

assistance at civic and community events which may take place during evenings and 

weekends) taking note of the need for flexible working in a small organisation. 

k) To be prepared to be redeployed, in an emergency, to work in other Town Council 

departments.  



 

l) To observe and implement all relevant hygiene/ health and safety standards and rules 

and to ensure that all relevant policies and procedures are adhered to in carrying out all 

tasks and duties. 

m) To undertake regular training, organised by the Museum, to keep up to date with 

operational tasks.  

n) To be part of the Museum team in the event of an emergency, responsible for keeping a 

copy of the disaster recovery plan securely off-site.  

o) The post holder will comply with all Council requirements, including any health and safety 

and insurance requirements; whilst working with groups and individuals.  

p) To ensure that the Council's various policies, procedures, financial regulations and 

standing orders are adhered to in carrying out all tasks and duties, including adherence 

to the Council's Code of Practice relating to confidentiality. 

 

2. Essential Skills: 

a) Thorough working knowledge of Microsoft Office basic software is essential.  

b) Excellent communication skills. 

c) Ability to work well with others as part of a team. 

d) Basic understanding of CoSHH register and RIDDOR reporting. 

 

3. Desirable Skills: 

a) Advanced knowledge of Excel. 

b) Competence in MS Publisher, MS PowerPoint and MS Access. 

c) First Aid training. 

d) Fire Marshall training. 
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