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Job description and person specification

Specialist Services Coordinator (Design & Technical)

	Department 
	Design and Technical

	Service 
	Museum Services

	Grade
	F

	Reports to
	Design Manager

	Responsible for 
	N/A

	Job reference
	



	Job Purpose

	To manage and monitor systems that deploy the available staff time and other resources of the Design and Technical Team, comprising of Designers and Technicians, ensuring that internal and external specialist work is efficiently planned and delivered on time and to budget.

To co-ordinate and schedule resources of external contractors and freelance technicians and create project schedules, working with numerous teams to establish deadlines.

Raise purchase orders and monitor budgets within project-based work.

	Context 

	The NMS Design and Technical Team is a specialist team responsible for creating engaging exhibitions and displays across Norfolk Museums Service 10 sites. The core team is supplemented by a wider group of specialist freelancers. The team supports both core internal activities and internal/external projects.



	Accountabilities

	Using your judgement and knowledge of the Design & Technical Services to meet the needs of internal and external customers and clients, manage and monitor systems that allocate the staff time and other resources, ensuring that internal and external specialist work and projects are efficiently planned and delivered.

	Using your judgement and knowledge of the Design & Technical Services, coordinate and monitor resource allocation across the full range of the team for core and project-based activities including internal/external projects, temporary exhibitions and small display jobs/snagging throughout NMS. 

	Liaise with a range of internal and external clients and stakeholders including project managers, exhibitions officers, collections officers, conservators, learning officers, external contractors and freelancers and front of house staff to plan an effective work schedule to ensure the delivery of projects, temporary exhibitions and small display jobs for NMS is completed within budget and on time.

	Support the Design Manager and their team with any bidding/tendering processes relating to external work and other activities that support income generation.

	Develop a detailed knowledge of the work of the Design and Technical Team and key external specialists and freelancers to support a fuller understanding of the needs of internal and external clients.

	Liaise with the Design Manager to review resource allocations, priorities and challenges.

	Maintain and review a register of external specialist contractors including the operation of any Framework Contracts. Ensure that relevant NCC payment and procurement processes are followed in relation to the work of external specialist contractors or suppliers.

	Maintain an effective individual job-based financial monitoring and recording system for the Design and Technical Team to ensure effective monitoring of internal/external work in accordance with NCC policies and procedures. To ensure the effective logging of all staff time and other costs for all external/project funded work. To generate invoices and monitor payments for all external client work.

	To supervise the filing and record systems held by the Design and Technical Team, to facilitate efficient access to current and archived work records. To undertake other administration work for the Design and Technical Team and provide practical support where required, such as manual handling requirements including assisting in the mounting & installation of exhibitions.




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Effective team worker.

Able to work on own initiative.

Methodical and organised.

Excellent verbal and written communication skills.

Excellent IT skills incl MS Office.

Ability to work on numerous projects simultaneously.

Practical skills to assist the team with exhibition installations when required.

	ü

ü

ü

ü

ü

ü
	











ü

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Minimum 1 years’ experience of working in a relevant finance environment.

Minimum 2 years’ experience of working in an administrative role.

Proven experience of project scheduling and deadline setting.

Practical skills relating to mounting displays.

Heritage design specialist knowledge

Collections management and museum best practice knowledge 




	ü


ü


ü
	








ü

ü


ü

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	GCSE (or equivalent) in Maths & English

Project Management and/or Business and Administration qualification


	ü
	

ü




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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