REME CHARITY
JOB DESCRIPTION

JOB IDENTIFICATION


1. Post Title


Administrative Assistant



2. Pay



£23,242 p/a 
3. Department Location
REME Museum/REME Charity, Lyneham
4. Line Manager

Museum Curator/ Operations Manager
5. Hours
37 hours a week (not including lunch) to be worked from Monday 9 am to Friday 5 pm unless working a Saturday or Sunday (on rotation) for which Monday will be given as time off in lieu. 
Note: this job can be considered for a job share

DUTIES AND RESPONSIBILITIES

6. General Description. 
REME Museum: 

To support the Collections team with general collections management activities. 

REME Charity:

To support the REME Charity’s daily administration for tasks related to benevolence, fundraising and REME Association business.
8.      Health and Safety.  Expected to take all reasonable care for personal health,

Safety and welfare, and that of personnel who may be affected by the job holder’s personal acts or omissions whilst at work
9.
Tasks.  Task descriptions are as follows:

Museum related:
· To assist the Collections team with audits, acquisitions, conservation activities, displays and maintaining the exhibitions galleries.

· To conduct visitor surveys as and when directed to provide evidence and feedback for Museum planning and policies.
· Any other task as directed appropriate to the role including assisting with Museum events.
· Responsible on occasions for unlocking/locking of the Museum

· Some weekend and evenings hours working required (to be agreed with Line Manager with time off in lieu).
Charity related:
· To support the administrative tasks of the Association Development Officer with the planning and organisation of events.

· To compile and execute the dissemination of a regular Association newsletter via Mailchimp.

· To maintain the REME Responders and similar databases.

· To undertake fundraising related administrative tasks.
· Any other task as directed appropriate to the role.
POST SKILLS PROFILE
10.
The following skills are associated with the post:

· Good communication and interpersonal skills
· Organised and detail orientated
· Computer literacy
· Analysing data
MANDATORY TRAINING

11.
Mandatory Training.
The mandatory training for this post is as follows:

· Workplace Induction Programme

· Health and Safety (Incl Display Screen Equipment)

· Fire Awareness

· Manual Handling

SECURITY

12.
Subject to DBS basic security checks. Role holder must have the right to work in 

the UK.
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