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THE JOHNSTON COLLECTION




A museum of fine and decorative arts

incorporating
Fairhall Exhibition-house | Lectures | Reference Library | Emporium | The Friends
____________________________________________________________________

General Volunteer 
____________________________________________________________________
​​​​​​​​​​​​​​​​​​​​​​​​​​Position Description
Reports to
Director and Administration and Visitor Services Staff
Salary

Volunteer Role

Term

Ongoing

About The Johnston Collection

The Johnston Collection is a multi award-winning and critically acclaimed museum that invites creatives from the broader visual arts and design communities to re-interpret the Collection. The museum offers special tours, study days and lectures throughout the year, sharing stories and inspiring communities.

Since 1990, when The Johnston Collection opened to the public, the museum has provided visitors, from near and far, with transformative exhibition and learning experiences enabling them to discover, experience and engage with artists, objects and ideas through dynamic temporary programs based on its permanent collection.

Fairhall the former residence of William Robert Johnston (1911-1986) houses the museum collection which is presented to the visitor in a domestic arrangement without ropes and barriers. Fairhall is rearranged three times per year.
About General Volunteers | Roles and primary duties
There are a number of General Volunteer roles available at The Johnston Collection

1. Curatorial & Collections | Interns and Volunteers
Under direction from the Director, curatorial and collections volunteering is suitable for applicants with a strong interest in the areas of collection management, registration, curatorial and public programs. Curatorial and Collections volunteers duties include:

· Assisting with Collection management including cataloguing, photography, inventory, data entry and other duties
· Assisting with exhibitions and programs 
2. Administration

Under direction from the Director and Administration Staff this volunteer role is suitable for applicants with excellent telephone skills, communication and computer skills.  Administration Volunteers assist in key aspects of daily operations and must be good communicators.  Administration duties include:

· Assisting with telephone bookings

· Assisting to maintain the database

· Assisting with mail-outs

· Monitoring and maintaining supplies of photocopied office forms

3. Visitor Services
Under direction from the Director and Visitor Services Staff this volunteer role is suitable for applicants with excellent customer service skills.  Visitor Services Volunteers assist in key aspects of The Johnston Collection’s daily operations such as:

· Helping with retail customer service including the online Shop
· Keeping the retail shop stocked

· Assisting with the arrival and departure of visitors

· Setting up refreshments

· Keeping public spaces tidy

· Assisting in setting up for events (some lifting of chairs and tables will be required)

· Ensuring supplies of brochures are on hand

4. Marketing

Under direction from the Director and Administration and Marketing Staff this volunteer role is suitable for applicants with a strong interest in Marketing and Communications. Marketing Volunteers assist in:
· Management and content of social media platforms

· Researching for marketing opportunities
· Market research

· Updating the database

· Assisting with mail-outs

· Monitoring and recording of statistical data

5. Reference Library

Under direction of the Director this volunteer role is suitable for applicants with a strong interest in cataloguing and excellent attention to detail are required.  Computer skills preferred but not essential (Word, Excel, Vernon). Reference Library volunteers assist with:
· Cataloguing 

· Library Acquisitions
About this Position Description
This position description is intended to provide and overall view of the role and may change from time to time.

Security and Safety

1. Maintain vigilance and enforce regulations governing the protection and security of 

· Visitors

· Works of art

2. In the event of an emergency, assist with the Museum’s emergency response procedures

Occupational Health and Safety (OHS)

1. To take reasonable care to maintain your own health and safety and that of other volunteers, staff, visitors and contractors

2. Comply with all safe work practices and procedures that are adopted by The Johnston Collection
3. Report all hazards, incidents, accidents and near misses directly to Visitors Services staff or the director

Events

From time to time, assist with museum events during and outside normal business hours.
To apply please submit a statement addressing the Key Selection Criteria below and outlining any relevant experience or special interest in the Collection. 
Key selection criteria

To achieve the purpose of the position, the following attributes are required:

· Demonstrated well developed interpersonal and communication skills
· Ability to work with minimum supervision and in a team environment 
· Basic computer skills including access to the internet 
· An appreciation for cultural diversity and an ability to work with people from diverse backgrounds 
· The capacity to provide an ongoing commitment of at least one day a week for at least 40 weeks per year. Please indicate your availability over the following days:
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*Please note this does not guarantee availability of shifts 
Other relevant information 
· A minimum commitment of 2 years is preferred 
· Information regarding volunteer shifts, newsletters, etc. will be electronic 
· Following the completion of training, the successful applicant will be subject to a probationary period 
· Training will be provided via induction and/or on the job
· The successful applicant will be required to undergo a Victoria Police issued National Police check at the expense of the Museum
Travelling to The Johnston Collection

The Johnston Collection is located in a residential area and access to the museum is closely controlled by a Planning Permit to operate issued by the City of Melbourne.
The Planning Permit impacts on the organisation and creates particular challenges in making The Johnston Collection visible and accessible to the wider public. Please note the following: 
· All volunteers are expected to use public transport to arrive at The Johnston Collection. There are a number of public transport options available.
· The conditions of our Permit to Operate issued by the City of Melbourne does not allow parking of staff and volunteers cars nearby. Parking directly outside and in the vicinity of the Collection is not permitted.
· The Johnston Collection does not provide travel assistance to its volunteers.
