
JOB DESCRIPTION & PERSON SPECIFICATION 

 

Job title:  Collections Manager  

 

Reports to:   Brice Curator 

Hours:  Part-time (3 days a week)  

Contract type:  18 month (Fixed Term) 

Salary:  £27,000-30,000 pa pro rata (dependent on experience) 

 

About Watts Gallery – Artists’ Village: 

 

Watts Gallery - Artists’ Village is located in Compton, near Guildford, in the Surrey Hills. 

Founded in 1904, Watts Gallery Trust promotes the enjoyment and understanding of the 

art of George Frederic Watts (1817-904) and Mary Watts (1849-1938) who established a 

home and studios here in the 1890s. Watts Gallery - Artists’ Village encompasses a 

unique group of Arts & Crafts buildings: Watts Gallery, Watts Studios, Watts Chapel and 

the Pottery Buildings.  

 

Job Summary: 

 

Watts Gallery Trust, a registered charity, is seeking to recruit an experienced Collections 

Manager to lead on the preservation, management and development of its significant 

fine and decorative art collections. 

 

This role will undertake all aspects of collections management to ensure the best 

professional standards are implemented and enhanced. Working within the Curatorial 

department, the Collection Manager will lead on the strategic development of the 

collections to ensure ongoing improvements to collection management procedures and 

practice. They will also play a key role in improving access and engagement with the 

collections.  

 

 

KEY ACCOUNTABILITIES: 

 

Collections documentation, care and conservation: 

- Develop and implement policies, plans and procedures to maintain Accreditation 

SPECTRUM standards. 

- Manage all collections documentation and records in both paper and electronic 

formats.  

- Maintain and update the collections management system (Adlib).  

- Lead on the implementation of all aspects of preventative conservation, including 

environmental management, light monitoring and pest management.  

- Manage museum collections storage including location and movement control 

systems.  

- Liaise with the Curatorial and Estates department on the security and safety of 

collections. 



- Respond to enquiries about the museum collections and image requests. 

- Facilitate research visits to the collection, library and archive. 

- Promote and present the museum collections through talks, presentations, 

displays, tours and events. 

- Work on the strategic development of the collection to ensure ongoing collection 

management development and best practice. 

- Work with the Brice Curator on the preparation of grant applications for the 

benefit of the collections as required. 

 

Loans Programme: 

- Manage the programme of loans in and out of the Watts Gallery Trust’s collection 

including administration of loan documentation, insurance, object valuations, 

condition surveys, supervision of conservation, packing, transport, and courier 

supervision as necessary. 

- Work with the wider curatorial department on the preparation of temporary 

exhibition loans in and out as required. 

 

Management: 

- Manage collection-based volunteers and student placements as required. 

- Provide training in collections care and management activities for staff and 

volunteers. 

 

Communications: 

- Participate in the Curatorial Team’s ongoing public engagement including 

collection-based talks, tours and digital content.  

 

Carry out other related work as required by the Brice Curator or Director. 

 

 

PERSON SPECIFICATION:  

 

ATTRIBUTES DESCRIPTION 

SKILLS & EXPERIENCE 

 

 

 3-5 years Collection Management experience to 

include substantial experience of working with 

and handling art and archive collections 

 Experience of producing and implementing 

Accreditation policies, plans and procedures 

 Proven experience of managing loans 

procedures and documentation 

 Project co-ordination skills and demonstrable 

evidence of the ability to plan and prioritise 

work to meet agreed standards, deadlines and 

budgets  

 Excellent written and verbal communication 

skills in English 



 Highly competent IT user (MS Office) 

 Experience of using a collections management 

database 

 Excellent organisational and planning skills, 

coupled with the ability to work calmly under 

pressure and to tight deadlines 

 Proven experience of project co-ordination in a 

heritage environment 

 

KNOWLEDGE & 

QUALIFICATIONS 

 

 

 Degree in Museums Studies or equivalent  

 Knowledge of Museum Accreditation standards, 

Spectrum 4.0 and the MA Code of Ethics for 

Museums  

 

PERSONAL ATTRIBUTES 

 

 

 Collaborative with strong team-working and 

interpersonal skills 

 Effective verbal and written communicator 

 Adaptable and flexible 

 Highly proactive and self-motivated 

 Interest in nineteenth-century British art, 

architecture, landscape and heritage 

 

Recruitment Timeline: 

 

Deadline for applications: Friday 31 May 2019 

Interviews: Tuesday 11 June 2019 

 

Applications including a supporting statement expressing interest in and suitability for 

the position and CV should be sent to Katherine Smith via admin@wattsgallery.org.uk 

 

Watts Gallery is fully committed to Equality and Diversity and welcomes applications 

from all sections of the community. 

 

 

 

 

mailto:admin@wattsgallery.org.uk

