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Dear Candidate

Position: PA to the Head of Exhibitions




Ref: 77007W
Salary: £18,065 pa





Contract: Fixed-Term – 12 months 
Thank you for responding to our recent advertisement for the above position.

I enclose an application pack, which includes:

· A job description and person specification.
· Guidelines for completing application form.
· An application form.
· An equal opportunities form. 
Completed application and equal opportunities forms must be returned, no later than 

12 noon on 9th March 2010.
Internal applicants for this post should return their completed applications to the 

HR Advisory Team. 

External candidates please return your completed application to:



e-mail: bm@pennatcs.com 
or

British Museum Recruitment

c/o Penna TCS
PO Box 50233

London

EC4A 4YZ




Tel:
0845 601 1124



Fax:
0845 389 0619

We look forward to receiving your application.

Yours sincerely

The HR Advisory Team

The British Museum


Job title:
PA to the Head of Exhibitions

Reports to:
Head of Exhibitions 

Department:
Exhibitions




Grade:

S2
Main purpose of job

To provide administrative support to the Head of Exhibitions and other senior staff in the department in relation to the successful delivery of the Museum’s programme exhibitions and displays.  To provide support for selected exhibition projects.

Key responsibilities

1. To provide key support functions for the Head of Exhibitions.  Includes diary co-ordination, telephone and other message management, presenting information, note taking, visitor hospitality, travel arrangements.

2. To manage the Head of Exhibition’s post and correspondence.  Includes drafting letters and e-mails, filing and copying

3. To act as the first point of contact for internal and external enquiries to the Head of Exhibitions

4. To provide support functions for selected projects and initiatives lead by the Dept.  Includes taking meeting minutes/ notes, maintaining project schedules and other project documentation, research tasks

5. To provide basic support for the three team leaders in the Department, in particular the Senior Designer

6. To assist in receiving and provide refreshments for visitors and guests to the Department 

7. To provide cover as required for the Department’s administrative support team.

8. Other duties, as directed

What are the main work pressures and challenges?
This is a supporting role.  New administrative procedures are being developed in the Department and the post holder will join the Department at a time of change with a refocused team.  Working in a pressured, busy environment.  

Key dimensions:
Flexible working attitude, ability to prioritise tasks on a daily basis. 

What are the performance targets or standards?
Accurate and organised, flexible.  Works well under pressure.  Good communicator, professional and friendly manner, internally and externally

What changes are likely to occur in the next two years to this job?
N/A

Who are the main contacts for the jobholder, and what are the relationships to these contacts?

Line manager, Head of Exhibitions and department’s team leaders and colleagues in the support office. Staff across the Museum, in particular the support offices of other senior staff and the Directorate 


	
	Essential

	Desirable

	Education – levels and subjects


	5 GCSE/ O levels or equivalent including English and Maths


	A levels – Higher Education or equivalent

	Other qualifications
	
	Recognised secretarial or office administration qualification



	Specific technical/ professional skills and experience
	Computer literate MS Office (Outlook, Word, Excel, Power point), filing, databases

	MS Project 

	Work experience, likely former jobs
	Office admin/ secretarial/ personal support role
	Events support, working as part of office team. Interest in museums, creative/ design fields


	Specific managerial skills


	-
	-

	Specific interpersonal skills
	Good communication skills, oral and written.  Flexible.  Ability to work as part of a team and on own initiative

	



Salary

The agreed starting salary for this post is clearly stated on the advert and covering letter. Normal salary arrangements apply for internal applicants upon promotion or level transfer.

Pension Benefits

You will be provided with information to assist you in making your choice.
Hours

This post is based on a 5 day week of 41 hours including a daily lunch break of one hour.  Part-time employees are paid on their net hours excluding lunch breaks.

Annual Leave

Your annual leave allowance for is 25 days, rising to 30 days after 10 years service.  The annual leave year commences on 1 April and new staff will receive their annual leave allowance on joining.  In addition there are 10 ½ days public and privileges days.  Leave for part-time staff will be calculated on a pro-rata basis.

Additional Benefits

Are subject to change but currently include access to a subsidised restaurant, the opportunity to purchase books, replicas and other items from the Museum shops at discount prices. Museum staff also have access to a Personal Support Service through Vielife. There are free eye tests for VDT users and assistance with the purchase of glasses if appropriate
Season Ticket Loan

After two months in post, staff on permanent contracts (or contracts longer than two years) will be eligible to apply for an interest free loan to purchase a season ticket.  

Guidance Notes for Applicants

(Accompanying Application Form A)

These notes are intended to guide you through The British Museum’s application procedure and help you to participate in the selection process as effectively as possible. Please read these notes carefully before completing your application.


Included in this pack you will find a job description and person specification that outline the purpose, main duties and responsibilities of the job as well as the knowledge, skills and experience that we are looking for. It is essential that you read the person specification thoroughly before completing the application form so that you are able to assess how your experience fits with the requirements for the post.


The first stage of the selection process is your completion of the application form. This allows us to shortlist applicants for interview and provides a basis for the interview itself. To ensure fairness to all applicants, any decision during the initial sift is based solely upon the information that you include in your application form. If you wish to apply for more than one post please use a separate form for each application.

POST APPLIED FOR

Please ensure the correct job title and reference number is on the application form you are completing.

ELIGIBILITY TO WORK IN THE UK

Please ensure that you give details of any restrictions that you have to work in the EU. If you are selected for interview you will be asked to provide us with proof of your eligibility to work in the UK (e.g. passport or Home Office visa). Additionally, under the asylum and immigration act, we are required to check that anyone taking up employment with us has the legal right to work in the EU. 

EDUCATION AND TRAINING

Please give details of your full educational career including any qualifications that you have obtained and any further scholarships/awards that you feel would help your application.

EMPLOYMENT

Please give details of all of your previous employment for the past 10 years, beginning with your current/most recent post. If you are successful after interview we will need to contact your last employer and another previous employer before we are able to offer you the post.

PERSONAL STATEMENT

This is your opportunity to give us any further additional information about why you have applied for this post, including experience that you feel is relevant to the main tasks and essential criteria, as outlined in the job description and person specification. 

DECLARATION

It is essential that you read the declaration then sign and date your application form. Successful candidates may be disqualified later if any information given on the application form is found to be false. 


Short listing prior to interview will take place as soon as possible after the closing date for applications and will be carried out by at least two people. Short listing will be based upon how closely candidates have demonstrated they fit the criteria, as set out on the job description and person specification. 


Short listed candidates will be normally be contacted by email and given details of the interview date, time, location and any special requirements. If you are able to attend the interview you must confirm with the Human Resources that you wish to do so. The interview process may vary from post to post, any activities such as tests or presentations that we require you to undertake as part of the selection process will be outlined in your invitation to interview.


All offers of employment from The British Museum are subject to satisfactory references, health and security clearances. 


Information that you provide for the purpose of your application will be used as part of the recruitment process. Any data supplied will be held securely and access restricted to those involved in dealing with your application and the recruitment and selection process. Once this process is completed, the data relating to unsuccessful applicants will be stored for a maximum of 6 months and then destroyed. If you are the successful candidate, your application form will be retained and form the basis of your personnel record. Information provided on the Diversity Monitoring Form will be used to monitor The British Museum’s equal opportunities policy and practices.

All processing of personal data by The British Museum is undertaken in accordance with the principles of the 1998 Data Protection Act. For more information please go to: http://www.thebritishmuseum.ac.uk/corporate/guidance/DataProtectionCodeofPractice.pdf

Please return applications by email to bm@pennatcs.com or to British Museum Recruitment, Penna TCS, PO Box 50233, London, EC4A 4YZ before 12 noon on the closing date. We are unable to accept applications received after this time, except in extenuating circumstances. 

CONFIDENTIAL

Application Form A
POST APPLIED FOR:   PA to the Head of Exhibitions


REFERENCE: 77007W

	SURNAME (AND TITLE)



	FORENAME



	ADDRESS

                                                                                        POSTCODE              

	DAYTIME CONTACT NUMBERS



	E-MAIL ADDRESS


	Nationality



	Are you subject to any restrictions which would prevent you from taking employment in the United Kingdom?  (Documentary Evidence will be required )     YES/NO

If YES please provide details:

                                                                          

	Are you currently working for the British Museum?   YES/NO

If YES please specify:



	Are you currently volunteering for the British Museum?   YES/NO

If YES please specify:



	Are you related to any member of the British Museum staff?       YES/NO

If YES please provide details:



	If you have a disability and will require assistance if called for interview please indicate:



	Dates when not available for interview:



	What notice period are you required to give your present employer?



	Please tell us where you originally saw this opportunity advertised.





Please complete where applicable. You will be required to provide evidence of qualifications obtained.    

	Name and address of secondary schools 


	Qualifications gained and grades

	Name and address of further institutions 


	Qualification gained with class and division

	Details of postgraduate study or research


	Postgraduate degree/diploma awarded 

	Details of scholarships/awards, and any other academic/non-academic distinctions



	Full particulars, with dates, of any published work





	Name and address of 

Present/Most recent employer
	Duration of Employment
	Position held, nature of work, present salary and reason for leaving

	
	
	

	Previous employment (Full names & Addresses) of up to 10 year period
	Duration of Employment
	Position held, nature of work and reason for leaving

	
	
	



	Please tell us how your experience meets the requirements of the job description and person specification (You may attach a sheet if you wish)





Please give details of two employment references, including your current or most recent employer 

(If you have recently completed academic studies, please give the details of a recent tutor*). It will be necessary to contact them should your application be successful, therefore please give details of person to whom we may refer.

	Current/Most Recent Employer (Company name)


	Previous Employer (*or academic tutor)

	Name and position


	Name and position



	Email Address


	Email Address

	Address

Postcode


	Address

Postcode

	Contact telephone number


	Contact telephone number



	May we contact your current employer now?
	YES / NO





	I declare that the information contained in this application is complete and correct, to the best of my knowledge. I authorise the British Museum to verify information on this form and to the extent permitted by law. I confirm that I have read the Notes for Applicants accompanying this form



	Signed:

(If completing electronically please type name)


	Date:





The British Museum holds a diverse collection for the benefit of all the world and values the diversity of all who use, support and work for it.

Everyone who is eligible to join the British Museum whatever their gender, sexual preference, marital status, religious grouping, race, colour, ethnic or national origins, age or disability, will receive equal treatment when applying for jobs.
Please return the completed questionnaire with your application. This form is detached from your application before the selection process.

Many thanks in advance for your cooperation.

	Gender: please tick the appropriate box
	Male
	
	Female
	

	
	
	
	
	

	Age Group: please tick the appropriate box
	16 – 24
	
	45 – 54
	

	
	25 - 34
	
	55 – 64
	

	
	35 - 44
	
	65 & over
	


	Ethnic Origin: please tick one box under the appropriate heading.

	Asian

	Bangladeshi
	
	

	Indian
	
	

	Pakistani
	
	

	Any other Asian Background
	
	Specify if you wish:

	Black

	African
	
	

	Caribbean
	
	

	Any other Black Background
	
	Specify if you wish:

	Chinese

	Any Chinese Background
	
	Specify if you wish:

	Mixed Ethnic Background

	Asian and White
	
	

	Black African and White
	
	

	Black Caribbean and White
	
	

	Any other Mixed Ethnic background
	
	Specify if you wish:

	White
	
	

	Any White background
	
	Specify if you wish:

	Any other Ethnic Background
	
	

	Any other Ethnic background
	
	Specify if you wish:


	Disability

	The Disability Discrimination Act, 1995, defines a disability as:

	“A physical or mental impairment which has a substantial and long-term adverse effect on a person’s ability to carry out normal day-to-day activities”

	Do you consider yourself to have a disability?

	Yes
	
	

	No
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