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Collections Access Assistant 

 

Advert: 

Collections Access Assistant  

Fixed term full time contract until 31st March 2023 

Salary: £19,240  

 

Do you love working with collections and enjoy sharing your enthusiasm for objects with 

others? We are looking for someone to join our small Collections Management team to 

improve access to our objects, library, and archive collections. 

 

The postholder will help us care for and develop our collections, increase public access 

and support colleagues with exhibitions and community, research and digital 

programmes across the museum.  

 

You will be a key member of a team that understands and loves our museum and its 

mission, has a passion for creating and sharing it with a diverse public and proving the 

impact our work can have.  

 

The Thackray Museum of Medicine is actively committed to promoting Equality, 

Inclusion and Diversity. We are a Disability Confident employer and welcome 

applications from all sections of the community. 

 

Please see our website for further details and application form: 

https://thackraymuseum.co.uk/about-us/work-for-us/ 

 

Meet the team: 24th January 2021 

If you have any questions about this role, would like an informal chat about the role or 

would like to book a slot on our open day, please contact Louise Crossley (Collections 

Manager) at Louise.Crossley@thackraymuseum.org 

 

Deadline for applications:  5pm on the 30th of January 2022 

https://thackraymuseum.co.uk/about-us/work-for-us/
mailto:Louise.Crossley@thackraymuseum.org


2 

Interviews: 7th February 2022. These will be held in person or via Zoom. Successful 
candidates may be asked to visit the museum in person before a final offer is made.  

 

Please send applications to Louise.Crossley@thackraymuseum.org 

 

 

 

mailto:Louise.Crossley@thackraymuseum.org
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Collections Access Assistant Job Description  

 

Reports to Collections Manager 

Direct Reports None 

Salary £19,240 per annum 

Benefits and 

Conditions 

(overview) 

• 25 days annual leave entitlement plus 8 statutory holidays 

• Normal working hours are 37 hours per week  

• occasional weekend working required 

 

Other terms and conditions in line with the Thackray Museum of 

Medicine standard Contract of Employment 

Level/Salary Range: £19,240 Position 

Type: 

Full time temporary 

Who we are:  

The Thackray Museum of Medicine is a place that inspires people with the passion and 

purpose of medicine and healthcare, past present and future. We comprise collections, built 

heritage and a unique community. We’re the UK’s largest independent medical museum with a 

collection of over 70,000 objects, books and archives.  

 

We offer a year-round, seven-day a week museum service that combines immersive 

exhibitions; displays co-created with local communities and artists; changing displays and 

exhibitions that showcase innovations in medicine and healthcare, tackle contemporary topics 

and give a platform to the most diverse range of voices, viewpoints and challenges. We provide 

the Core, a community space for collaboration and partnership. We operate a busy conference 

centre. We provide both formal and informal learning activities across our Nerve Centre 

learning centre, throughout the museum and through outreach and virtual learning. We operate 

a collections and archive study centre, open to all. We offer a busy public programme of events 

and activities and we actively collaborate with groups, agencies and artists to create targeted 

programmes for new and under-represented audiences. In 2021 we launched 

#ThackrayOnline, a growing platform of digital activities and online access to our internationally 

important medical collection. We were also nominated for the Art Fund’s Museum of the Year 

following our £4 million redevelopment. 
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Primary Purpose of the Role: 

 

To help to improve access to our collection of objects, books and archives for all of the 

museum’s audiences.  

 

To assist with auditing, reviewing & rationalising, packing, rehoming and documenting 

collections and updating information on our collections management database, 

MuseumIndex+. 

 

To assist colleagues across the museum with delivering programmes including helping to 

install exhibitions and finding objects for public programmes.  

 

 

Key tasks and specific responsibilities are set out below together with the necessary or 

desirable qualifications, skills and experience: 



 

Key tasks and responsibilities Essential qualifications /experience/ 

skills / competencies 

Desirable qualifications/ experience 

/skills/ competencies 

Assist with the ongoing care and development of 
the museum’s collection.  
 
This will include:  
 

• Complete collections entry, location, acquisition 
and disposal documentation 

• Photograph collections and upload images to 
object records  

• Object Cataloguing:   
- Catalogue items on the museum’s 

collections management database 
MuseumIndex+ 

- Improve data  
- Update object locations 
- Use templates, thesauri and 

conventions to ensure consistent 
data entry and ease of access to 
data 

• Improve storage and display conditions 
through preventative conservation, safe 
movement, packaging, and storage of 
museum objects  

• Assist the Collections Manager with loans 
documentation including condition checking 
and packing collection items for 
transportation.  

 
 
 
 
 
 
 
 
 
 
  

Minimum of 6 months experience of 

working in a museum or heritage 

environment 

 

An interest in Collections Management  

 

High level of attention to detail.  

 

Ability to record information and describe 

objects accurately  

 

Experience using IT for data entry, Excel 

and Word.  

An interest in medical or science 

collections 

 

Experience of documentation to 

Museum Accreditation standards 

 

Experience of auditing collections 

 

Experience of working with volunteers 

 

Experience of reviewing and 

rationalising museum collections  

 

Aptitude for careful handling and 

packing of fragile museum objects 

 

Experience of working in a library or 

archive   
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Key tasks and responsibilities 

 

Essential qualifications /experience/ 

skills / competencies 

 

Desirable qualifications/ experience 

/skills/ competencies 

Assist in increasing access to the museum’s 
collections.  
 
This will include: 
 

• Work with the Collections Manager to 
ensure catalogues are attractively 
presented, easily accessed and searchable 
online. 

• Work with colleagues to run events allowing 
increased physical access to stored 
collections by a broad range of audiences 

• Answer enquiries about the collections and 
facilitate access for members of the public 
and researchers.  

• Assist staff and volunteers to access 
information via MuseumIndex+ and online 
collections searches.  

• Supervise volunteers working with 
collections  

Good communicator able to engage people 

at all levels 

 

Self-motivated, enthusiastic and  energetic  

 

A passion for making the history of 

medicine relevant to diverse audiences. 

 

 

 

  

 

Support the integrated collections, interpretation 

and learning department. 

 

This includes:  

• Contribute to the implementation of the 

Thackray Museum of Medicine’s strategic 

development plans and core values 

• Assist in the development and management 

of innovative projects across collections, 

interpretation and learning to increase public 

access to and use of the collections 

• Participate in team meetings and other 

internal or external meetings as required 

Keen to develop strong links with 

colleagues across the organisation to 

ensure the promotion of all Thackray 

Museum of Medicine activities.  

 



 

 

ADDITIONAL NOTES 

As well as the experience and skills outlined above, we expect all of our employees to 

uphold the values of the Museum and to be passionate about protecting the good 

reputation of the Thackray Museum of Medicine. 

 All employees must be: 

• Self-motivated, enthusiastic, and energetic 

• Honest, reliable, and flexible 

• Organised, confident and assertive 

Finally, they must have an excellent standard of personal appearance. 

This job description will be reviewed as part of the post holder’s annual appraisal and 

is not intended to be a complete list of responsibilities. 

You may be required to perform other duties within your capacity, commensurate with 

the general level of responsibility within the organisation. 

 

The Thackray Museum of Medicine is actively committed to promoting Equality, 

Inclusion and Diversity. We are a Disability Confident employer and welcome 

applications from all sections of the community. 

 

Reviewed By: SM Date:  

Approved By: NE Date:  

Last Updated 

By: 

 Date/Time:  

 

 

 

 

 

 

 
 

   

 


