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Job description and person specification

Sites Support Assistant


	Department 
	Communities and Environment

	Service 
	Norfolk Museums Service

	Grade
	D

	Reports to
	Operations Manager East

	Responsible for 
	

	Job reference
	11563



	Job Purpose 

	To ensure the operational safety, maintenance and security of the buildings, collections and associated equipment at the three Great Yarmouth museums (Time and Tide Museum, Elizabethan House, Tolhouse Gaol). To support all site teams in achieving their service aims to create a safe and engaging visitor environment.

	Context 

	Provide a continual maintenance service to the three Great Yarmouth museums (Time and Tide Museum, Elizabethan House, Tolhouse Gaol). 

Collaboratively working with the Operations Manager, Duty Manager and all departments to ensure that corporate standards, policies and procedures are met and followed. 

To undertake building and grounds maintenance, co-ordinating statutory checks on specified systems/equipment and identifying any remedial works. Booking in routine and remedial maintenance.   Liaising with, and monitoring, contractors on site to ensure site and H&S procedures are followed.  

Gain a good operational knowledge of site routines and systems to ensure continued smooth, efficient operations and to adapt these in emergency situations. Undertake site call out and standby duties on a rota basis to give out of hours cover.

Set up/take down of events, activities, commercial ventures including room hires by external clients – be a presence at any larger scale events or activities with responsibility to support the operational infrastructure and increased use of site facilities by the public. 





	Accountabilities

	To provide continual monitoring of site systems (fire, intruder, CCTV and heating systems), condition of buildings and structures, maintaining display equipment and interactives and grounds maintenance. To identify issues, defects or hazards at any of the three museum sites, report these through to our Facilities Management Helpdesk. Co-ordinate works with relevant contractors, liaise with Duty Manager / Operations Manager to advise of any public access issues or site operational impacts.

	Monitor contractors working on site to ensure compliance with site protocols. Liaising with contractors on site to understand the level of risk caused by their activities to decide upon the appropriate signage and/or closure of areas to ensure public/staff/volunteer safety.

	Awareness of and working within a level of risk avoidance associated with the three Great Yarmouth museum sites, by updating or creating risk assessments according to the activity in question and proximity to higher risk areas. These types of areas include working in stores / storage spaces, a catering kitchen and plant rooms, working at height and vehicle movements in the courtyard at Time and Tide Museum. 

	Responsible for all routine and statutory maintenance, ensuring it is planned in and carried out.  Monthly reporting of meter readings and fuel consumption.
To carry out regular health and safety checks across the site for all statutory functions e.g. legionella temperature checks
Responsible for operating, monitoring and weekly testing of alarm systems (Fire/intruder) and CCTV systems for the three museum buildings in Great Yarmouth.  Responsible for the maintenance, servicing and statutory compliance of equipment including site lifting equipment, site maintenance equipment, wheelchairs and Evac chairs

	Control and monitoring of ambient temperature in the three buildings to a specified range via the heating /cooling systems. Reporting of all issues to Collections Management staff or Duty Manager  

	Participation in Fire/emergency evacuation co-ordination (co-ordinating with the incident manager), working with emergency services and restoring site systems after all clear is given.

	Key access control and monitoring the issuing of keys to internal staff or external contractors.  
Conducting the opening-up and closing-down procedures including setting alarm systems. Undertaking security and systems checks as directed and in accordance with departmental procedures.

	General handy man and porterage duties, safe and efficient movement of museum’s collections and materials as required, including manual handling of objects, deliveries and equipment.

	Provide induction training for new staff, and refresher training as required, in site access systems, fire evacuation procedures, call out procedures and general site operations including safe use of machinery and any lifting equipment on site. Be prepared to undertake the following training: -
· electrical safety compliance  
· NCC driving awareness 
· provision of First Aid at Work
· Evac chair and lift operation

	Control of large deliveries to the site in compliance with site risk assessments. Ordering consumables for maintenance tasks and site activities  

	Responsible for the operational infrastructure set-up of regular activities, such as events, room hire and site functions. This can include conferences, weddings and event days. All the activities and functions listed require the following: - 
· Setup planned infrastructure and event needs.
· Liaising with site staff and external parties to meet commercial and/or service and departmental aims. 
· Be a site presence at larger scale events and oversee the set up and take down requirements safely and smoothly without risk to site users.

	To be responsible for your own health and safety and that of other staff and any member of the public who may be affected by your acts or omissions at work.

	





Person specification

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

	Aptitude and skills for undertaking practical technical and maintenance work.
Ability to liaise with contractors and to show understanding of the work they are required to do.
Ability to undertake routine maintenance of buildings, grounds and displays (including use of steps, hand and power tools)
Ability to remain calm in an emergency situation
Effective teamwork and a good communicator
Enthusiastic, friendly with a flexible approach, holding a genuine interest in the work of Norfolk Museums Service
Good customer care skills 


	ü

ü

ü


ü
ü
ü

ü

	

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Experience of working with the general public
Experience of liaising with and monitoring the work of contractors
Experience of health and safety at work and security at work.
Experience of carrying out routine maintenance and technical tasks

Experience of operating CCTV within a security environment.
Experience of supervising staff or contractors.
Ability to resolve issues with confidence and diplomacy


	ü
ü


ü

ü




ü

	







ü

ü



	Qualifications
	Mandatory (ü)
	Indicative (ü)

	General awareness of health and safety procedures
Willingness to undertake necessary training and development for the role and associated use of equipment
Health and Safety training

Advanced driving/road safety training
Technical training, e.g. joinery, buildings maintenance, electrics
Qualified first aider, (or willingness to undertake training)

	ü

ü
ü

	




ü
ü
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.




	Other Job Information 

	
· Core hours 21.2 hours per week, ideally worked across four days per week
· Hours of work to be arranged between the operating hours of 0800 – 17.30 hours 
· Willingness to work flexibly to cover some early mornings and evenings as required plus occasional weekend days / bank holidays, 
· Requirement to participate in call out duties for the museum on a rota basis – approximately 1 week in 4 (for an additional payment)
· Clean Driving licence (desirable)
· Ability to climb narrow staircases, work at height and in confined spaces.
· Willingness to undertake training
· Willingness to wear uniform provided and a name badge
· Willing to perform cleaning duties as required





	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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