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VOLUNTEER GUIDE
____________________________________________________________________
REPORTS TO
Director and Visitor Services staff
SALARY

Volunteer Role

TERM

Ongoing (minimum of two (2) years from completion of successful training
About TJC
Since 1990, when The Johnston Collection (TJC) 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 programs based on its permanent collection.

TJC is now a multi-award-winning and critically acclaimed museum, a vibrant and eclectic part of Melbourne’s artistic and cultural landscape.  It invites creatives from the broader visual arts and design communities to re-interpret the Collection. 

William Robert Johnston (1911-1986) was a prominent Melbourne-born antique dealer, real estate investor, and collector. The museum holds a superb collection of English Georgian, Regency, and Louis XV fine and decorative arts, and objet d’art which was a gift from Johnston to the people of Victoria.  This collection is displayed in a constantly changing domestic setting, in Johnston’s former residence, Fairhall, an historic East Melbourne townhouse. Fairhall is rearranged regularly.

TJC also offers special exhibitions, study days, lectures and workshops throughout the year, sharing stories and inspiring communities.

TJC has a strong support group, including The Friends of TJC, who attend regular events and functions both at Fairhall exhibition-house, and many other eclectic and important locations, some of which are not generally accessible to the general public.

ABOUT BEING A VOLUNTEER GUIDE
The volunteer guide program began at TJC in 1999. For over 20 years volunteers have provided key support to all the programs we offer.

TJC has a volunteer guide intake every two years.  Our next intake is planned to commence in June 2021 (subject to confirmation).
This year, for the first time since we opened in 1990, we are about to open TJC to the public on weekends (excluding public holidays). With this focus in mind, we are currently inviting applications volunteer guides for our new Saturday and Sunday tours, as well as and to a lesser extent Wednesday, Thursday and Friday tours.

Applicants must be excellent communicators with a strong interest in fine and decorative arts, and design.  Comprehensive and intensive training is provided to successful applicants.  Successful applicants will be required to take part in an intensive 10 session training program currently scheduled to start in June 2021 (subject to confirmation).  NB | These will be held on consecutive Fridays from 10.00 am to 2.00 pm.
ABOUT THIS POSITION DESCRIPTION
This position description is intended to provide an overall view of the volunteer role and may change from time to time.
PRIMARY FOCUS OF THE POSITION
To take visitors to on informative and engaging guided tours through Fairhall exhibition-house, and other related public program activities.
DUTIES
As a Volunteer Guide 
Present TJC’s current exhibitions and events to visitors and guests to the highest standards.
Security and Safety

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

· visitors and guests
· works of art on display
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 TJC
3. Report all hazards, incidents, accidents and near misses directly to Visitors Services staff or the Director

Retail

Actively assist Visitor Services staff with the operation of the SHOP at the completion of each tour.

Events

From time to time, assist with museum events during and outside normal business hours.
Ongoing training

Attend ongoing training in the form of exhibition briefings, especially at Volunteer Guide training sessions for each new exhibition tour

Key selection criteria

To achieve the purpose of the position, the following attributes are required:
· A love of sharing information with visitors and guests
· Demonstrated well developed interpersonal and communication skills
· A desire to develop a sense of curiosity and knowledge about TJC in order to enhance the visitor experience

· Ability to work with minimum supervision and in a team environment 
· Basic computer skills including access to and ability to use the internet, especially email
· An appreciation for cultural diversity and an ability to work with people from diverse backgrounds and interests
· The capacity to provide an ongoing commitment of two 2-hour shifts (four hours) per week for at least 40 weeks per year. 
Other relevant information 
· As TJC is a small organisation and the training program is intensive, we also expect, after successful graduation, a minimum two-year commitment from volunteer guides.
· Information regarding volunteer guide shifts, guide training days, newsletters, etc. are all electronic 
· Following the successful completion of training, the successful volunteer guide will be subject to a probationary period 
· Training will be provided in an intensive 10 session training program currently scheduled to start in June 2021. Training days will be held on consecutive Fridays 
· The successful applicant will be required to undergo a Victoria Police issued National Police check at the expense of TJC
· The successful applicant will be required have a current Working with Children Check Victoria card
Travelling to TJC
TJC is 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 TJC visible and accessible to the wider visiting public.
PLEASE NOTE THE FOLLOWING:
· All volunteers are expected to use public transport to arrive at TJC. There are several 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. 
· TJC does not provide travel assistance to its volunteers

A Volunteer Expression of Interest form is also available online at https://johnstoncollection.org/Volunteering-at-TJC~36
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GET INVOLVED | Be a Volunteer Guide
At The Johnston Collection we strive to provide a warm welcome, 

and share our knowledge and enthusiasm with all our visitors.

VOLUNTEER GUIDE TRAINING PROGRAM 2021
Successful applicants will be required to take part in an intensive 10 session training program currently scheduled to start in June 2021 (subject to confirmation).

NB | These will be held on consecutive Fridays
	Name:
	

	Address:
	

	H :
	M :

	Email: 
	NB | ALL volunteers are required to have an email address and be internet / email literate for all communications with TJC.

	Person to contact in case of emergency:
	

	Our Mission Statement:
	to engage, inform and inspire

and foster knowledge and enjoyment.

	Applications for our 2021 Volunteer Guide intake must be received by 16 May 2021
Successful applicants will be required to take part in an intensive 10 session training program

currently scheduled to start in June 2021 (subject to confirmation).

NB | These will be held on consecutive Fridays 


	PLEASE NOTE:

Saturday

Sunday 

Wednesday

Thursday

Friday
	We are currently inviting applications volunteer guides for our new Saturday and Sunday tours, as well as and to a lesser extent Wednesday, Thursday and Friday tours.
 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No 

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
*Please note this does not guarantee availability of shifts / rostered days


	If successful, are you able to commit to
	a minimum of two tours one day per week and for no less than forty weeks per year on the allocated and mutually agreed rostered 

times?

 FORMCHECKBOX 
 Yes   FORMCHECKBOX 
 No

	The Johnston Collection also offers after hours tours on:


	· 3rd Thursday evening of the month  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

Would you be available to occasionally be a volunteer guide at an afterhours event?  FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No

	Please tell us briefly about your previous work history
	

	Are you employed / studying at present?  

If so, please provide details.
	

	Please list computer software packages you are familiar with.


	 FORMCHECKBOX 
 Outlook   FORMCHECKBOX 
 Word  FORMCHECKBOX 
 Excel 
 FORMCHECKBOX 
 Other

	Other relevant information
	The successful applicants will be required to undergo a Victoria Police issued National Police check, at TJC’s expense.
The successful applicant will be required have a current Working with Children Check Victoria card


PLEASE RETURN COMPLETED FORM TO

THE JOHNSTON COLLECTION | PO Box 79 | EAST MELBOURNE VIC 8002

+ 61 9416 2515 | admin@johnstoncollection.org | johnstoncollection.org
The Johnston Collection was bequeathed by William Johnston (1911-1986) to the people of Victoria in 1986.

It is administered as an independent not-for-profit, for cultural value museum by The WR Johnston Trust.

Donations over $2 are fully tax deductible | ABN 87 194 940 961 | ACN 075 028 287

