
 
  

 
1. 

 
Job title: Curator (maternity cover) 
 

 
2. 

 
Location:  
Based in London at the Charles Dickens Museum 
48-49 Doughty Street 
London  WC1N 2LX 
 

 
3. 

 
Responsible to: Director 
 

 
4. 

 
Salary: in the region of £28,000 
 

 
5. 

 
Background and context: 
 
The Charles Dickens Museum aims to be the leading centre for the study, 
appreciation and enjoyment of Charles Dickens’s life and works. It holds the 
world’s finest and most comprehensive collection of material relating to 
Charles Dickens and has an extensive archive and research library. The 
Museum is fully accredited and housed in the only surviving family home of 
Charles Dickens in London.  
 
The Museum attracts more than 50,000 visitors per year and presents a 
rolling programme of temporary exhibitions, special events and learning 
activities. We are committed to providing a high-quality and inspiring 
experience for a wide range of audiences, from children to seniors and from 
newcomers to scholars. 
 
The Curator supports the Director and works as part of the Senior 
Management Team in developing visitor-facing programmes and 
establishing the Museum as a high-profile heritage site. 
 
This is a full-time fixed-term contract to cover maternity leave, starting in 
December 2016, and is offered for a minimum period of six months and 
possibly for up to one year.  
 

 
6.  

 
Main purpose of job:   
 
The Charles Dickens Museum is seeking an experienced and energetic 
museum professional to fill a key position within a small dynamic team. 
 
You will play a key role in the Museum team, leading on collection 
management and care whilst contributing fully to the wider ambitions of the 
Museum. You will lead on the preparation and management of permanent, 
temporary and touring displays, including liaising with guest curators, 
researching exhibition text, sourcing material and administering loans. 



You will manage a preventative conservation strategy for the Museum to 
ensure that care of the historic properties and collections meets national and 
international standards. You will also manage bookings for the Suzannet 
Research Library and supervise researchers, as well as respond to research 
enquires and picture library requests. 
 
You will line-manage a part-time Technician and oversee routine 
maintenance in the historic house. You will also be responsible for 
overseeing the work of any curatorial interns as well as a number of 
volunteers. 
 
You are not expected to possess in-depth knowledge of Dickens but a key 
objective is to liaise with academics and experts in Dickens’s life, works and 
social circle, the early Victorian period, and the critical reception of Dickens. 
You will be required to stay abreast of developments in Dickens studies and 
Dickens-related heritage. 

 
7. 

 
Key responsibilities: 
 
The following is not an exhaustive list of tasks but is indicative of the main 
responsibilities.  
 

 All aspects of collections’ management and documentation, in line 
with agreed policies and procedures, including: acquisition, 
registration, cataloguing, deaccessioning, digitisation, environmental 
control, loan processing, insurance, records computerisation, storage 
maintenance (on and off site), and information retrieval in response 
to research requests. 
 

 All aspects of collections’ care, in line with agreed policies and 
procedures, including emergency preparedness strategy, security, 
pest control, environmental monitoring and control, housekeeping 
procedures, building management systems, and routine checks of 
properties.  

 

 Manage agreed curatorial budget, including grants and other funding. 
 

 Answer curatorial enquiries and manage access for researchers to 
the collection (by appointment). 
 

 Manage reprographics, image library requests, licensing and orders. 
 

 Curate exhibitions, undertake associated research, speak and 
publish on the permanent collection and exhibitions. 
 

 Manage the Technician, relevant external contractors, curatorial 
volunteers and any interns. 
 

 Write or contribute to funding applications, proposals and forward 
plans. 
 

 Support the public interpretation and engagement programme 
including talks to groups, answering enquiries, and gather audience 
data and information to support the development of future 
exhibitions. 



 

 Support the delivery of the MA in Dickens Studies delivered in 
partnership with the University of Buckingham. 
 

 Support the ongoing training and development of the wider staff and 
volunteer team in matters relating to the collections, permanent 
displays, and special exhibitions. 
 

 Liaise with colleagues as required on the delivery of public 
programme activities and facilitate filming, corporate hires and 
private events as necessary within the agreed collection care policies 
and procedures. 
 

 Provide content for the Museum’s blog, audio guide and social media 
as required. 
 

 Support the Head of Interpretation & Engagement with providing 
appropriate, clear and imaginative interpretative content and display. 

 

 Any other reasonable duties as may be required by the Director. 
 

 
8. 

 
Key relationships: 
 
Internal:     
                                                              
This post works closely with the Director and Technician in particular, but 
engages with all staff and volunteers. The Charles Dickens Museum relies 
on a small team of staff, and although each role has clear responsibilities, no 
one works in isolation and a spirit of cooperation is essential to maintaining a 
culture of mutual support and a positive working environment. 
 
The Curator also attends Board meetings as required and two 
Subcommittees (Collections & Accreditation and Education & Interpretation). 
 
External: 
 
Colleagues in the museum sector. 
Dickens experts and scholars. 
The Dickens Fellowship and other societies. 
Designers and producers of display material. 
Funders. 

 
9. 

 
Person specification:  
 
Essential: 
 

 Post-graduate degree in Museum Studies, AMA or similar. 
 

 A minimum of three years’ experience in a museum setting with a 
focus on collections management. 
 

 Knowledge of the Accreditation standard and experience of 
implementing good practice across museum collections. 
 



 Working knowledge of documentation, storage and exhibition 
standards for museum object, book and archive collections. 
 

 Comprehensive and current knowledge of preventive conservation 
practice. 
 

 Experience of developing temporary exhibitions and displays. 
 

 Excellent writing, planning, research, communication, organisational 
and project management skills, with attention to detail. 

 

 Ability to work on your own initiative and as part of a team. 
 

 Ability to prioritise and manage a diverse workload and a number of 
projects simultaneously and efficiently with a minimum of 
supervision. 
 

 Excellent interpersonal skills, with the ability to work with a wide 
range of people and a friendly, helpful, can-do manner. 
 

 Sound IT skills including Microsoft Office and collections’ 
management systems.  
 

 Experience of budget management. 
 

 Demonstrable enthusiasm for the work of Charles Dickens and the 
Charles Dickens Museum. 

 
 
Desirable: 
 

 Experience of working with and developing the skills of volunteers. 
 

 Experience of digitising museum collections. 
 

 Experience of conservation within an historic property. 
 

 
10. 

 
General terms and Conditions: 
 
Contract:  This is a full-time fixed-term contract to cover maternity leave and 
is offered for a minimum period of six months and possibly for up to one 
year. It is conditional upon successful completion of the probationary period.   
 
Hours:  37.5 hours per week, exclusive of breaks, normally worked Monday 
to Friday between 9.30 am and 5.30 pm. However, the nature of the 
Museum’s activity is such that flexible working is required, including 
occasional evening and weekend work.  
 
Salary: in the region of £28,000 
 
Start date: December 2016.  
 
Holiday allowance: 25 days’ annual leave (plus 8 days’ statutory public 
holidays) pro rata. 



 
Probationary period:  3 months. 
 
Notice period:  1 week during the probationary period and 2 months 
thereafter (due to the fixed-term nature of the role). 
 
Pension:  The Charles Dickens Museum is part of the NEST pension 
scheme. 
 

 
11. 

 
Application Process: 
 
To apply for this position, please send your CV and covering letter 
detailing your relevant experience and skills by email to: 
info@dickensmuseum.com 
 
Closing Date:  Monday 10th October 2016 
Interview Date:  Tuesday 18th October 2016 
 

 
12. 

 
Background Information: 
 
The Charles Dickens Museum was founded (as the Dickens House) in 1925 
to preserve and promote the life and work of Charles Dickens, the greatest 
novelist of the Victorian era. It is fully accredited and is constituted as a 
charity (charity number 212172). The Museum holds the world’s finest and 
most comprehensive collection of material (over 100,000 items) relating to 
Dickens’s life and work. It was here at 48 Doughty Street (a Grade 1 listed 
building) that Dickens established himself as a writer in the 1830s and rose 
to international fame. The Museum also houses an extensive archive and 
research library used continually by leading scholars, and it is the 
headquarters of the international Dickens Fellowship. 48 Doughty Street is a 
place of pilgrimage for people from all over the world – fans, scholars, 
researchers, writers – and it is a place of learning for thousands of children 
and young people. We receive 200-300 visitors daily, as well as 50+ school 
pupils each day during term time.  
 
Website: http://www.dickensmuseum.com  
 
The Charles Dickens Museum Limited of 48 Doughty Street, London WC1N 2LX 
acting as the sole trustee of The Dickens House and the Dickens House Fund 
(registered charity number 212172). 
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