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Documentation Assistant 

Job Description – The Cheltenham Trust 

 

Particular to the roles of:  Documentation Assistant (x 2 positions, 12 months fixed 
term) 

Post No: 

Internal Ref:  

 

Grade: C 40 hours  

Location: The Wilson  

Responsible to: Cultural Producer Collections Human History   

   

About The Cheltenham Trust 
Right at the heart of our vibrant community is The Cheltenham Trust. 
We are a charity dedicated to enriching the lives of residents and visitors through culture, sport, learning, 
community engagement, and health & wellbeing at five iconic venues across Cheltenham 
The Cheltenham Trust venues include: 
•             Pittville Pump Room 
•             Cheltenham Town Hall 
•             The Prince of Wales Stadium 
•             Leisure at Cheltenham 
•             The Wilson Art Gallery & Museum 
•             Cheltenham Tourist Information Centre (TIC) based at The Wilson 
At The Cheltenham Trust, we combine engagement, sustainable investment and social enterprise. We 
believe in collaboration and embracing opportunities. 
Our venues and services are the platforms for generating social, financial and cultural value through 
embracing diversity, encouraging collaboration and driving creativity. 
We enrich people’s lives. Everyone is welcome. 
 
About The Wilson and Our Collections 
The Wilson is Gloucestershire’s premier art gallery and museum.  
 
The Wilson houses an internationally significant museum collection of exceptional quality and variety, 
changing displays of our Designated Arts and Crafts Movement collection and fine art collections. We’re 
home to The Open Archive, which houses our fascinating archives relating to Antarctic explorer Edward A. 
Wilson, Cheltenham’s history and the Emery Walker Library. 
 
We’re also home to the Wilson Arts Collective, de Ferrieres Community Gallery, and brand new inclusive 
World of Wonders! gallery. 
 
The Wilson holds the extensive collections of Cheltenham. Particular highlights include our world 
renowned Arts and Crafts Movement collection, Designated as being of national importance; items relating 
to Cheltenham-born Dr Edward Wilson’s part in Captain Scott’s expeditions to the Antarctic; fine art, 
including the founding gift of Dutch and Belgian paintings from the Baron De Ferrieres; and a wealth of 
objects relating to Cheltenham’s fascinating history.  You can also find out about recent Collections 
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projects, including how Cheltenham and Gloucestershire were involved in the First World War and browse 
over 5,000 of our collections objects on our website at cheltenhammuseum.org.uk. 
 
 
Part A:  Specific Responsibilities 

1. To add collections or areas of the collection to the Adlib documentation software, a bespoke Museum 

documentation system. This involves: 

• Creating detailed records of museum objects (including description, material, size, etc) 

• Deciding which of 30 possible information fields will be required for each object or for groups of objects 

• Checking terminology used is suitable for information retrieval by users and the public by checking 

thesauri and term list  

• Problem solving - checking inconsistencies in existing records eg storage location, unique object 

numbers and resolving 

• Reading historic script: requiring good transcription skills 

 

2.  To create location records and update as required 

• Checking location of an item in our stores and updating record on Adlib system and on paper records 

• Involves working in off-site stores to create new inventories where none currently exist 

  

3. To sort items and objects into categories according to Curator led criteria, and under their direction. 

 

4. To create record photographs of items for entry on to AdLib and for documentation. 

 

5. To digitise collections or areas of the collection and add to our image storage systems. This involves 

scanning original material and involves the following: 

• Deciding how best to handle or support the document or book so no strain is put on the item during 

scanning 

• Knowledge of settings to select when scanning negatives, transparencies or existing photographs 

• Knowing file sizes/formats to select for required end use 

• Selecting appropriate storage term to allow for easy retrieval and filing or saving in correct format/file 

• Record photography of museum objects 

 

6. To check records and edit for using on web-enabled Adlib. Our collections database went on-line in 

March 2011 and continue to be added to so the public can search our collections. Records need to be 

checked in-house and made ready for public access, a task which is on-going.   

This involves: 

• Proof reading and correcting records 

• Ensuring that information in different fields appears in correct fields for web-viewing by users/the 

public  

  

7. To maintain data standards and terminology control  

(as described above) 

 

8. Manual documentation tasks: entering data into accessions register and onto catalogue cards to 

SPECTRUM standards 

 

9. Any other documentation and digitisation jobs that may be required 

 

The post requires someone with a degree or equivalent. They should have at least two years’ experience of 

using computer office applications including Windows-based museum documentation software. They 

http://www.cheltenhammuseum.org.uk/
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should also have experience of using museum documentation systems and of digitisation in a museum 

environment.  The job will require manual handling, working at height, and some lone working. 

 

This role requires some lifting and carrying of museum objects and some working at height.  

Experience 

 At least 2 years’ experience of using computer office applications  

 Experience of using museum documentation systems  

 Experience of digitisation in a museum environment 

Museum Specific Knowledge, skills and abilities (Essential): 

 Knowledge and experience of best practice in Museum collections documentation  

 Knowledge of SPECTRUM UK Museum Documentation procedures  

 Knowledge of data entry standards and terminology control in museums 

 Knowledge of best practice in object handling 

 Knowledge of best practice in digitisation standards 

 Knowledge of museum collections and how best to describe and transcribe 

 Transcription skills (ability to transcribe historic handwriting desirable) 

 Excellent object handling skills 

General Knowledge, skills and abilities (Essential): 

 Basic photography skills 

 Excellent ICT and database skills  

 Ability to work accurately and methodically  

 Ability to prioritise own workload and meet targets  

 Ability to liaise effectively with colleagues and to work alone or as part of   a small team  

 Good administrative skills  

 Ability to work within The Cheltenham Trust policy, procedure and best practice 

Knowledge, skills and abilities (Desirable): 

 Experience of using image manipulation software 

 Experience of using Adlib Museum software 

 Informed interest in the museum collections 

 Good keyboard skills 

 Good handwriting 

Qualifications (Essential): 

 Educated to degree level or equivalent 
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Part B – Job purpose 

The Trust roles are based on generic and specific Trust wide responsibilities and operational 
responsibilities. 

 

 To keep in touch with current practice, changes in legislation, identify future trends and 
recommend operational direction for museum practice 

 To assist and work with the stakeholders, partners, other agencies and community and voluntary 
groups to develop The Cheltenham Trust 

 To prepare and assist on reports associated with The Cheltenham Trust museum activity for the 
Executive Team 

 To assist the Collections management team to measure performance and evaluation as required to 
meet the key objectives of the Trust 

 To flag risks in line with the Trust’s policy. 

 To comply with the health, safety and welfare policy and all other Trust policies and procedures. 

 To ensure that the Trust’s equal opportunities policies are followed. 
 

Trust Operations 
 

 Ensure the continued commitment to customer experience and satisfaction through the delivery of 

high quality services and organisational performance. 

 Uphold the Trust’s positive profile at all times and undertake communications by adhering to the 

relevant policy. 

 Work effectively through matrix working, programme delivery and project management. 

 Foster an enterprise and commercial culture across the team at all times through encouraging a 

positive environment, risk taking and sound business acumen. 

 Ensure the successful development of the Trust through staff consultation and involvement. 

 Assist with consultation with key stakeholders and through collaboration with partners. 

 Employ, where appropriate, the use of digital mediums to enhance the Trust’s delivery and 

development 

Resources – Human 

 Comply with performance management frameworks and appraisal timelines 

 Comply with human resource requirements as implemented by your manager 

 Promote a positive and exciting Trust wide work ethos in line with the Trust’s values 

 
Resources - Finance 
 

 To assist with regular finance monitoring within budget, as agreed with managers and flag any 

variances. 

 Ensure all resources (including IT hardware and software) are used safely, legally and efficiently.  

 Assist managers to ensure the area of responsibility complies with financial regulations and all 

other Trust policies and maintains systems for ensuring financial probity. 
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Part C – Ability to work to and uphold The Cheltenham Trust Values: 
 
Trust Values 

 Considered – each member of staff will consider the reputation of the Trust and uphold a 
professional approach within this post 

 Committed – each member of staff will be committed to the charitable objects of the Trust and 
understand their role in achieve these objectives 

 Collaborative – each member of staff will work with others across the Trust and organisations 
outside the Trust in a professional manner 

 Creative – each member of staff will be creative in their approach to problem solving and 
developing new ways of working to enable the Trust to realise its goals 

 


