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 BACKGROUND 
Armagh Robinson Library, formerly Armagh Public Library, was founded by Archbishop Richard Robinson in 1771. In 1773 he obtained an Act of Parliament ‘for settling and preserving a Public Library in the City of Armagh for ever’.  It remains to this day a working library, has gained museum accreditation and is a four-star graded visitor attraction with Tourism NI.  

The Registry at No 5 Vicars’ Hill was built in 1772 by Archbishop Robinson. In 2011, following restoration, the Library opened No 5 to show examples of the Library’s collections, as well as examples of documents originally held in the Registry.
	 JOB DESCRIPTION 
Job Title:  Visitor Engagement Officer
	
	

	Reporting to:  Assistant Keeper
	
	

	Pay Scale/Salary:  NJC Scale 5 Point 12 £22,571 (£19,343.34 pro rata-30 hours gross)       


	
	

	Hours of Work: 30 hours per week
	
	


    Duration: Permanent

               
___________________________________________________________________________
Main Purpose of the Job: 
To assist with the day-to-day operation of the Library and No 5 Vicars’ Hill.  The Visitor Engagement Officer reports to and works with the Assistant Keeper.  He/she will assist in the planning and implementation of programmes in the Library and at No 5 Vicars’ Hill, Armagh.
The post holder will be responsible for the delivery of an efficient, effective, courteous and comprehensive visitor experience to a broad range of groups, including schools, tourists and community and church groups.  Engagement with specific groups, such as the under 5s and those living with dementia, will be required as the organisation works to become respectively a Playful Museum and a Dementia Friendly Museum.  It also plans to promote intergenerational engagement and activities.  

Duties and Responsibilities: 
1. Assist the Assistant Keeper in promoting the Library and No 5 Vicars’ Hill as places of historical importance and of welcome to a wide range of visitors. 

2. Welcome visitors to the Library and No 5 Vicars’ Hill, provide an introduction and overview, and respond to enquiries.

3. Deliver guided tours to members of the public relating to the Library, No 5 Vicars’ Hill, including its original use as the former Diocesan Registry, the Hill of Armagh and the City of Armagh.

4. Assist in the development, delivery and promotion of the various programmes to include school groups, history groups, community groups and individual visitors to the Hill of Armagh. 
5. Assist with special events, as and when required. 
6. Provide day-to-day administrative duties to include reception duty, typing, photocopying, filing, e-mailing, answering incoming calls and basic housekeeping. 

7. Access the Library catalogue. 
8. Carry out research into the collections for the preparation of exhibitions, events or     publicity material.
9. Provide reception duties in No 5 Vicars’ Hill to include operation of ‘point of sale’, daily
cash reconciliation. 
10. Follow security and lodgement requirements of all cash and monies received.
11. Undertake statistical recording and compile useful statistical information, for example, 

numbers of visitors, community backgrounds, school groups etc
12. Assist with the training of volunteers.
13. Comply with health and safety procedures of the Library and No 5 at all times, including storage of substances etc.

14. Responsible for the opening and closing of premises when on duty.  Keyholder of premises when required.

15. Any other duties as may be required.

These duties and responsibilities are neither definitive nor restrictive and will be modified to meet changing needs.

General:
1.   Adhere to all Library policies and procedures. 

2.   Awareness of disability and access requirements, familiar with evacuation procedures
     and able to implement them in case of an emergency, including assisting visitors and
     colleagues. 

3.   Keep up to date with developments and changes in legislation to aid and enhance the
      role, whilst ensuring adherence to legislation. 

4.   Undertake training and attend meetings as appropriate and provide feedback and 
      comments to maintain the high standard of and assist with the continuous improvement
      of the visitor experience. 

5.   Promote and safeguard the welfare of children, young people and adults at risk for 
      whom you are responsible and with whom you come into contact. 

6.   Responsible for the opening and closing of the premises, setting of alarms and being
     familiar with the overall security procedures. 

7.   Any other reasonable duties which fall within the remit of this job role. 
Job Specification:

Essential Criteria:

· Primary Degree or equivalent in a relevant Arts and Humanities Subject 
AND

· 2 years’ experience working with the public to include:

· Customer Service 

· Delivery of Tours/Talks
· Cash handling

· Administrative Duties

· Dealing with Complaints

· IT literate to include proficient use of Microsoft Word, Excel, PowerPoint, Outlook and the Internet
Ability to demonstrate the following personal skills and attributes:

· Communication skills – written and oral 
· Initiative

· Commitment and self-motivation

· Professional attitude to work

· Flexibility to work effectively as part of a team
· Presentation skills

Desirable Criteria:

· Additional relevant qualifications
· Experience of working in a library, museum or heritage/visitor attraction

· A keen interest in the local history of Armagh 
· Experience in the use of communications platforms, including Zoom and Microsoft Teams

· Have a creative/artistic ability

· Knowledge of more than one language 

· Experience of working with children, young people and adults with special needs
Shortlisting criteria may be enhanced to facilitate shortlisting.

Hours of Duty:

30 hours per week which will be worked Tuesdays to Saturdays. The hours of duty will be subject to change depending on the needs of the service, but hours of work will normally be between 9.30am and 4.30pm.  The postholder may be required to work evenings, Sundays and bank holidays. 
General Terms and Conditions of Appointment 

GENERAL 


General conditions of employment will be in accordance with the National Agreement on

Pay and Conditions of Service of the National Joint Council (Hereinafter called ‘The 

Scheme’).

Following satisfactory completion of probationary period, employees are subject to an

agreed disciplinary code and have access to a collectively agreed grievance procedure. 

Further information on these procedures is available from your Line Manager.

TITLE OF POST


Visitor Engagement Officer 
SALARY SCALE

NJC Scale 5 Point 12 - £22,571 (£19,343.34 pro rata for 30 hours gross) 
(Paid by cheque at the end of each month).   
HOURS OF DUTY

30 hours per week. Designated days of work will be as set out above. Additional hours of work may be required which may include evenings, Sundays and bank holidays.  When the hours worked exceed 30 hours per week, time in lieu will be applicable. 

FLEXIBILITY

The nature of your work and hours of duty will be in accordance with the job description.

The Library though reserves the right to vary your employment, contingent on the needs

of the organisation and capabilities of the postholder as the post develops, if this is in the

best interests of the service.

MOBILITY

The Library reserves the right to transfer the postholder’s base to any other location under

its control.  

ANNUAL LEAVE

The annual leave entitlement is 25 days per year, plus statutory holidays.  Leave will be granted in accordance with the Library and is pro rata for part time staff. 

SICK LEAVE

Employees will be entitled to the provision of statutory sick leave.
PENSION SCHEME

The Library operates an occupational pension scheme in compliance with auto enrolment.
TERMINATION OF EMPLOYMENT

Employment may be terminated by one month's notice given in writing by the employee.

On the Library's side notice would vary between one week and twelve weeks according to length of service.  In the case of misconduct, employment may be terminable by one hour’s notice.

PROBATION PERIOD

The appointment will be subject to a probation period of six months at the end of which time it will be confirmed or terminated.

OFFICIAL CONDUCT


(a) The officer shall devote his/her whole time of service to the duties of the office and shall 

not engage in any other employment or business without the written consent of the 

Library.

(b) The officer shall observe proper reticence in public discussion of the affairs of the

Library.
RETIREMENT

The Library does not operate a normal retirement age and, therefore, you will not be compulsorily retired on reaching a particular age.
CANVASSING

Canvassing in any form will disqualify for appointment.

DISCLOSURE

Applicants must disclose, in their application, any known relationship to any member or

official of the Library.

