
 
COLLECTIONS MANAGER 

 

JOB DETAILS 

EMPLOYER: Alfred Gillett Trust (Charity Number 1165528) 

JOB TITLE: Collections Manager 

JOB FAMILY: Collections Management 

GRADE: C3 

CONTRACT TYPE: Permanent 

SALARY: £28,596 - £34,843 

HOURS: 35 hours per week (Flexi System/TOIL for occasional evening/weekend work) 

LOCATION: Street, Somerset and off-site stores 

REPORTS TO: Director 

ACCOUNTABLE TO: Director 

DATE IMPLEMENTED: 8 January 2020 

 

ABOUT THE ALFRED GILLETT TRUST 
The Alfred Gillett Trust was established as a charitable entity in 2002 to preserve the heritage collections of C & J 
Clark Ltd, the global footwear manufacturer, and the Clark Family who established the company in 1825. The 
archival and material culture collections in our custody represent one of the most preeminent corporate collections 
in the world illustrates the outputs of almost two centuries of shoemaking and testifies to the charitable and political 
interests of the Quaker Family who founded the firm.  

We are the custodian of a Grade II Listed Building, the Grange, in the village of Street, Somerset and hold 
approximately 100,000 historical items in custody, ranging from the fossilised Ichthyosaurs, which provides the 
village emblem, to the personal stories of the Suffrage Movement, Abolitionism and, of course, tens of thousands of 
shoes. The Trust have developed a heritage service for the community with a growing reputation for collaboration 
and research.  

 

VALUES 
Our vision is to inform and inspire the public by sharing the cultural history of shoemaking. Our mission is to share 
the rich history of Street’s shoe industry, demonstrating the principles of stewardship, integrity and community-
mindedness, upon which the collection was founded, and inspiring the next generation of creators, thinkers and 
innovators. To guide the manner in which we achieve our vision, we have embraced six organisational values: 

1. We will serve our community effectively; 
2. We are committed to equality and mutual respect; 
3. We are committed to continuous improvement; 
4. We will maximise our opportunities and resources sustainably; 
5. We will achieve best practice; 
6. We support the wider sector. 

 



ABOUT THE COLLECTIONS 
The collection covers both industrial and social history items, with a heavy emphasis on the corporate collection of C 
& J Clark Ltd and the family who developed the global footwear company. 

Some collections are owned by the Trust, but the bulk form part of a Collections Loan Agreement. The Trust’s 

Collection Development Policy is available on our website www.alfredgilletttrust.org/about/donations. 

The collections are varied and include; business archives; family archives; local history; shoes and costume; point of 
sale; geological collection; library and photographic collection. They are managed using archival and museum-based 
systems of collections management and Adlib CMS. Historically these collections have not been professionally 
managed and as such, there is an extensive and as yet, undefined collections management backlog. 

Some of the collections are housed in purpose-built storage and large portions are stored in unsuitable storage, 
necessitating extensive collections relocation, which is in progress. 

 

ABOUT THE ROLE 
You will be responsible for delivering management of the collections which aligns to the strategic direction of the 
Trust, in particular preparing to open the collections to the public in the form of a new museum. The role will 
comprise of managing existing projects, which includes the management of large-scale collections relocations, 
planning collections work, identifying priorities for collections management and ensuring successful delivery of these 
plans.  

You will lead the Collections team, who are responsible for managing and developing museum and archive 
collections, including acquisitions, documentation, loans, digitisation, access and enquiries, exhibitions and the 
contribution to research, publications and conferences.  

The role requires outstanding collections and people management skills. 

As a member of the Senior Management Team, you will play a vital role in developing the organisation strategically 
and will have the freedom to set team and own work targets, with some budgetary control, and will play a key part 
in the Trust’s Capital Development Plan to develop a new museum and archive. 

This is a deadline driven role and will be an exciting opportunity to implement best practice collections management 
strategies contributing to a new public museum and archive. 

 

RESPONSIBILITIES AND DUTIES 
MANAGEMENT 

• Developing a 5-year plan to ensure all collections work is carried out and focuses on the primary objectives 

of the Capital Development Plan; 

• Line managing members of the Collections team, overseeing individual work plans and professional 

development; 

• Sitting on the Senior Management Team and managing the implementation of the Trust’s Strategic Plan; 

• Taking an advisory role in the development of the Capital Development Plan for a new museum and store, 

whilst ensuring collections are considered as part of the build phase; 

• Developing project and strategic plans and managing their implementation, including budgetary 

responsibility; 

• Some supervisory responsibilities for volunteers and/or freelance staff. 

COLLECTIONS MANAGEMENT 

• Planning and overseeing collections relocations to appropriate storage, ensuring all relevant documentation 

and collections care tasks are undertaken; 

• Defining, prioritising and planning collections management tasks, including documentation, digitisation, 

hazard management and collections care; 

http://www.alfredgilletttrust.org/about/donations.


• Developing and implementing the Collections Management Framework and associated policies required for 

accreditation; 

• Advising on conservation, preservation and storage issues; 

• Ensuring access to the collections is at the heart of the Trust and its activities, policies and practices; 

• Continuing the development of a professional heritage service. 

ACCESS AND RESEARCH 

• Supporting the delivery of the enquiries service; 

• Assisting outreach staff by providing resources for newsletters, online engagement, events and exhibitions; 

• Supporting the delivery of digital access to the collections; 

• Developing links with local heritage courses and implement plan of engagement; 

• Helping develop record keeping system of collections users, enquiries and other; 

• Working with outreach staff (once appointed) to deliver learning resources. 

OTHER DUTIES 

• Performing duties or tasks as may be reasonably requested by the Trust from time to time; 

• Assisting with events and outreach, including some out-of-hours working; 

• Producing regular reports for Director and Senior Management Team; 

• Establishing and maintaining links with other museums, professionals and relevant organisations. 
 

PERSON SPECIFICATION 
QUALIFICATIONS AND EXPERIENCE 

• Extensive experience in an equivalent collections’ management role; 

• Professional qualification or proven commitment to professional development within a similar role; 

• Project management experience is essential; 

• Line management experience is essential; 

• Experience working with undocumented collections and extensive backlogs; 

• Full, clean and valid UK drivers’ licence with business insurance; 

• Experience of Adlib is desirable. 

PROFESSIONAL KNOWLEDGE 

• High level of professional competence in collections and archive management;  

• Thorough knowledge of collections documentation requirements and standards, ideally with a good 

understanding of archival and museum sector standards; 

• Knowledge of Museum and Archive Accreditation schemes; 

• Exemplary working knowledge of Health and Safety in collections care, including hazard management; 

• Specialist knowledge in collections care; 

• Some knowledge of interpretation of exhibition design; 

• Excellent IT skills and a thorough understanding of collections management software ideally Adlib. 

MANAGEMENT OF RESOURCES  

• Excellent organisational skills and a methodical approach; 

• Supervisory and people management skills; 

• Ability to manage pressure and conflicting demands and prioritise tasks and workload; 

• Experience of setting and managing budgets; 

• Experience managing equipment and resources. 

DECISION MAKING AND INFLUENCE 

• Ability to plan your own work, work on your own initiative and meet deadlines; 

• Ability to deliver work targets in line with organisational objectives; 



• Experience managing projects and budgets; 

• Good negotiation and influencing skills. 

COMMUNICATION AND NETWORKING  

• Good communication and interpersonal abilities; 

• Ability to create reports and presentations for a range of audiences; 

• Ability to work as part of a team and provide public-facing services; 

• Good presentation skills; 

• Commitment to CPD and supporting the wider sector. 

 

BENEFITS 
You will receive 25 days holiday per annum plus Bank Holidays, have access to a flexi-time system, a pension, and 

discount vouchers. We are an equal opportunity employer and will provide you with a Staff Handbook detailing all 

statutory and enhanced benefits. The Trust is committed to continuing professional development and through its 

Staff Development and Training Policy will provide you with an annual allocation of CPD days for training and course 

attendance.  


