
	Job title
	Weekend Duty Manager (Part Time)

	Responsible To
	Museum Manager

	Remuneration
	£12.30 per hour

	Hours
	Saturday and Sunday, 09:30 to 16:30 with half an hour for lunch
13 hours per weekend

	Contract
	Fixed Term: Mid February to Mid December 2026
The role is currently funded for one year, with the possibility of extension subject to securing additional funding.



Job purpose
  
To act as the museum’s front line operational lead at weekends, ensuring a welcoming, safe, and well-run environment for visitors, volunteers, and staff. The Weekend Duty Manager is responsible for daily opening and closing, supporting volunteers, and delivering a high quality visitor experience.

Key focus areas include
• Visitor experience and customer service
• Volunteer support and supervision
• Daily operations and site management
• Health, safety, security, and accessibility


Key responsibilities

Duty management and operations

• Open and close the site, carrying out pre opening and end of day checks
• Greet volunteers on arrival and act as their main point of contact
• Ensure all buildings are vacated, secured, and alarmed at the end of the day
• Ensure lights, water taps, and equipment are switched off
• Monitor hazards and manage risks to visitors, volunteers, and staff
• Take charge in emergencies, including leading evacuations and liaising with emergency services
• Provide first aid when required
• Maintain high standards of site and staff presentation
• Deliver calm, professional customer service, including in high pressure situations

Financial and retail duties

• Manage cash and card transactions across admissions, shop, and café
• Count the existing cash float at the start of the day and ensure it is correctly placed in the till
• Complete accurate end of day cash up in line with procedures
• Authorise refunds and discounts where appropriate
• Ensure correct data handling and financial procedures are followed





Museum, café, and visitor experience

• Deliver excellent, inclusive customer service and proactively engage visitors
• Lead guided tours of the museum
• Supervise volunteers and café staff, supporting them in their roles
• Assist with café and shop duties when required
• Support workshops, events, and occasional marketing activity
• Ensure the safety and wellbeing of all visitors
• Assist with cleaning, basic maintenance, and upkeep of the buildings and grounds, including light repairs and weeding
• Report any issues or incidents to the Museum Manager

Development opportunities

• Where appropriate, the Museum can support opportunities to gain experience in other areas such as collections management, learning support, or social media, depending on the interests of the post holder and operational capacity

General responsibilities

• Promote the Museum, its values, and its services
• Undertake appropriate training as agreed with your Line Manager
• Carry out other reasonable duties as required

Person specification

Essential

• Excellent communication and interpersonal skills with a strong customer focus
• Enthusiastic, reliable, adaptable, and proactive
• Good judgement and problem solving ability
• Strong organisation, time management, and attention to detail
• Confidence handling cash and card payments
• A flexible team player
• Understanding of health and safety requirements
• Physical capability to undertake manual handling, standing, and walking for extended periods

Desirable

• Interest in museums, heritage, or history
• Understanding of how museums work with local communities
• Experience working with children and awareness of special educational needs
• First Aid qualification or willingness to train
• Understanding of safeguarding
• Basic IT skills

