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Job Description

 

Job title Digital Officer 

Department Museum 

Grade 6 

Hours of work Part Time (0.4FTE) 

Contract type Permanent 

Responsible to Collection and Operation Manager 

Responsible for Digitisation volunteers 

DIGITAL OFFICER 
Museum / Wolfson Centre in Music and Material Culture 

Grade 6, Part time (0.4 FTE), Permanent 
 

Job reference number: 112-24 
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Key Responsibilities 

These include: 

¶ Delivering the Museum’s Digital Strategy
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¶ Facilitating public awareness of the resources once they are available online, and liaising with colleagues from 

similar projects to find ways to maximise the impact of the initiative. 

¶ Assisting re-use of digital materials by RCM Museum colleagues in the development of research, activities, and 

educational content. 

¶ Supporting the promotion of the Museum through social media and digital resources aimed at marketing and 

dissemination among different audiences. 

¶ Supporting the long-term sustainability and preservation of digital materials. 

¶ Support the digital management of the team, including preparing and maintaining working environments in MS 

Teams and in project-management MS Office 365 tools and apps. 

¶ Developing innovative ways to generate, manage and disseminate the Museum’s digital content, including 

exploring the use of AI and taking an active part in the digital innovation practices promoted by the RCM. 

¶ Contributing to reports and overview of core activities and special projects. 

¶ Contributing to funding applications to support the Museums wider strategy and short & long- term forward plan.  

¶ Liaising with the other members of the Museum team to ensure good communication and smooth working across all 

areas of Museum life. 

¶ Carrying out other such duties as the Curator might reasonably require, consistent with the grade of the post.   

 

Special Factors 

¶ This is a part-time role at 0.4FTE (14 hours per week), remote working of up to 7 hours a week may be 

accommodated and the working pattern will be agreed with the successful applicant.  

Person Specification
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AF = Application Form    INT = Interview     

The duties and responsibilities assigned to the post may be amended by the Museum Curator within the scope and level of 

the post. 

Terms & Conditions

 

 Good knowledge of copyright regulations, with particular focus on 

image and audiovisual 
Desirable INT 

 Awareness of current trends in Museum digital resources and 

innovation, particularly for collection management, education and 

research 

Desirable INT 

Personal Attributes A keen interest in music and musical heritage Essential INT 

 Well organised, reliable and able to guarantee a high standard of 

output over a prolonged period of time 
Essential INT 

 Able to deliver complex projects, which include other people, 

within time and budget constraints 
Essential AF, INT 

 



http://www.uss.co.uk/
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 About Us

 

 

How to Apply

 

 
To apply, please complete our 1) Application form and 2) Equal Opportunities form, available to download from the 
RCM website, and submit in PDF or Word format to recruitment@rcm.ac.uk 
 
Please ensure that you include the Job Reference Number and state clearly the title of the post for which you are applying. 
CVs without an application form cannot be accepted. 

Employee 

Assistance 

Programme 

All RCM staff 

http://www.rcm.ac.uk/about/jobs/
mailto:recruitment@rcm.ac.uk


  
 

7 

Closing date 9am Monday 28 October 2024  
 
Applications received after the stated closing date will not be considered. 
 

mailto:recruitment@rcm.ac.uk

