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JOB DESCRIPTION 

JOB TITLE:   Archivist and Curator 

JOB PURPOSE:  To deliver best practice in the care of Bath Abbey’s collections and archives 

(including, but not limited to, objects, works of art and archaeology), and 

manage the Abbey’s records management programme. 

To ensure public access to the collections and archives and promote them as a 

source of historical information for visitors, staff and volunteers by delivering 

talks and tours, and contributing to learning and interpretation projects. 

To take the lead role in achieving Museum Accreditation status. 

Salary:     £30k - £34k pro rata depending on experience. 

Hours:  Full time (40 hours a week); we will consider applications for 32 hours a week. 

Responsible for:   Collections and Archives Volunteers 

HOLIDAY ENTITLEMENT: 25 days per annum + bank holidays  

LINE MANAGER:  Learning Manager 

  

BATH ABBEY 

Bath Abbey is a flourishing parish church in the heart of the UNESCO World Heritage City of Bath and a 

significant part of the city’s rich heritage which reaches back to Roman times. Please visit our website 

www.bathabbey.org for further information. 

 While the geographical parish has only a small residential population, our congregation is a gathered 

community from all over the city and surrounding area. We also welcome over 500,000 regional, national 

and international visitors and worshippers each year. Bath Abbey has around 25 staff, around 50 choir 

members, over 200 volunteers and over 450 people in its congregation.   

Bath Abbey was built in 1499, is Grade 1 Listed and is the last great medieval church to be built in England. 

In addition to this building, the staff of Bath Abbey work from offices in Kingston Buildings next door, which 

is also home to the Abbey’s Song School.   

OUR VALUES INCLUDING EQUALITY, DIVERSITY & INCLUSION 

Bath Abbey’s core values are as follows: 

Welcoming - we open our hearts minds and doors to all people, and we offer a warm and inclusive welcome 

to everyone who visits or connects in any way with the Abbey. 

Sharing - we value teamwork and knowledge sharing. We listen to the views of others and are transparent, 

collaborative and responsible in how we deliver our roles. 

Cherishing - we care for all people, our planet and the culture and heritage of the Abbey. We show this in 

the way we make people feel, the empathy and support we offer, responding to cultural shifts and 

http://www.bathabbey.org/
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challenges, and altering our behaviours to live more sustainably. Not all of us can do the same things but 

what we uniquely do, we can do with great love.  

Flourishing - we encourage people to grow and so look to create a working environment that provides 

opportunities to learn, innovate and develop, so that we can be happy, fulfilled and successful in our roles.  

Bath Abbey is committed to treating our staff and our whole community with dignity and respect. We aim 

to represent diverse identities within our staff and our whole community whether this be by race, culture, 

religion, sexual orientation, gender, disability, or social background. We work to ensure that staff fulfil their 

potential within a proactive caring and loving environment. We aim to be a diverse and truly representative 

workplace and particularly welcome applications from people of UK Minority Ethnic/Global Majority 

Heritage. 

FOOTPRINT PROJECT 

The Bath Abbey Footprint project was an ambitious £21 million pound project over 8 years that was 

completed in March 2023. The project created new spaces, interpretation and programmes that now enable 

the Abbey to fulfil its mission for generations to come.  Our funding was significantly assisted by a £11m 

National Lottery Heritage Fund grant. 

The Footprint Project work comprised: 

- stabilising the collapsing floor of the Abbey and repairing / conserving over 800 ledger-stones. 

- the installation of a new eco-friendly under-floor heating system using Bath’s unique hot springs as 

a source of energy. 

- increasing the capacity of the Abbey to be a place where people come together and to fulfil the 

Abbey’s mission as a place of worship, hospitality and justice. 

- the building of an Archive store, Discovery centre, Learning room and Choir rehearsal room. 

  

As a result of this project the Abbey now has a thriving learning and engagement programme which aims to 

share the Abbey’s mission and history with as wide an audience as possible. We connect with large numbers 

of local residents, visitors and tourists as well as providing tailored activities for schools, families and 

community groups.  

APPLICATION 

To submit an application, please send a full CV and covering letter of no more than one A4 page which 

explains why you are a suitable candidate. Please include the details of two references.  References will only 

be taken up once an offer has been made.   

Please send your CV and letter to Natalie Cox-Mullings, Human Resources Officer at  

ncox-mullings@bathabbey.org 

DEADLINE FOR APPLICATIONS:  Sunday 4 February 2024 

 

mailto:ncox-mullings@bathabbey.org
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KEY RESPONSIBILITIES 

Collections and Archives 

• Oversee day to day curatorial responsibilities at Bath Abbey. 

• Ensure appropriate environmental monitoring, security and safe handling of the collections and 

archives, in accordance with the appropriate professional standards. 

• Manage the emergency and salvage plan as it relates to collections and archives. 

• Undertake conservation surveys and act on concerns regarding damage and conservation needs of 

the collections and archives, and arrange appropriate treatment by a professional conservator, when 

required. 

• Document and catalogue the collections and archives to professional standards; and ensure the 

accessibility of the catalogues internally and externally. 

• Respond to public and professional enquiries relating to the collections and archives according to 

Statutory Policies such as Copyright, Data Protection and Freedom of Information. 

• Supervise the use of material from the collections and archives by researchers, and ensure their 

security and care whilst they are being used. 

• Identify opportunities to develop the collections and archives in accordance with the approved 

acquisition and disposal policies. 

• Continue to catalogue documentation generated by the Footprint project using Preservica software.  

• Work with the Churchwardens to ensure the maintenance of the Church Property Register. 

• Liaise with organisations currently holding archaeological collections on the Abbey’s behalf. 

• Develop a strategy for the future storage and care of the Abbey’s archaeological collections. 

Records Management 

• Organise the secure and appropriate storage of current records during the retention period. 

• Ensure that statutory legal requirements are met. 

• Carry out the prompt and efficient destruction of records that have no further administrative purpose 

or permanent value following the retention schedule. 

• Ensure that records with a permanent historical or cultural value are identified at the point of 

creation and are preserved for the archives. 

• Carry out retrieval of documents as necessary for internal purposes. 

Museum Accreditation 

• Lead the application to achieve Arts Council of England Museums Accreditation status; work cross 

departmentally and advocate for Accreditation across the organisation. 

Public Engagement 

• Produce research in collaboration with the Learning Manager, Tours Manager and other staff to 

enable the development and delivery of public engagement opportunities. 

• Research and deliver specialist talks and tours onsite. 

• Represent the Abbey with talks to external groups, and through membership of professional bodies. 
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Volunteer Management 

• Manage a small team of volunteers to research relevant areas for public engagement. 

• Create and manage volunteer projects using the Abbey’s collections and archives. 

• Manage the Monumental Lives project including supporting and supervising a team of volunteers 

who research and update the website: https://www.bathabbeymemorials.org.uk/.  

General 

• Be in sympathy with the vision and values of the Abbey. 

• Develop and maintain a thorough knowledge of the collections and history of the Abbey and the city 

of Bath. 

• Represent the needs of the collections and archives at internal meetings and committees. 

• Participate in emergency planning and collection salvage exercises as required. 

• Provide social media content as required. 

• You may be asked to complete other tasks relevant to your role and appropriate to your level of 

responsibility. 

Additional Information 

• Occasional weekend work is required. 

• Occasional lone working is required. 

• Willingness for occasional, UK based, travel. 

• Some physical elements are required for this role, including movement of objects. 

• Opportunity for hybrid working. 

 

PERSON SPECIFICATION 

 Essential 

 

Desirable 

 

Qualifications Graduate, plus Museums Studies or Archives 

& Records Association qualification, or 

relevant equivalent professional experience. 

 

Knowledge An understanding of the history of Bath and 

Bath Abbey including its historic links with the 

British Empire; or a willingness to undergo 

research and training in this area. 

 

An understanding of current best practice in 

relation to collection and archive care and 

management, including Museum 

Accreditation, Government Indemnity and 

SPECTRUM standards, as well as compliance 

An understanding of the religious 

aspects of British history over the last 

1,300 years. 

https://www.bathabbeymemorials.org.uk/
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requirements of statutory policies, e.g. 

copyright. 

 

An understanding of ethical conservation 

principles, practice and record keeping. 

Skills 

 

Confidence to build internal and external 

relationships. 

 

Confidence to communicate with a wide 

range of  key stakeholders including senior 

ones. 

 

Ability to manage a busy workload and 

prioritise accordingly. 

 

Ability to work both collaboratively and 

independently. 

 

Excellent planning, project management and 

communication skills. 

 

Excellent IT skills including database 

management and archival software. 

A creative and imaginative approach to 

sharing collections and archives. 

Experience 

 

Managing and maintaining collections and/or 

archives according to best practice. 

 

Conservation monitoring and recording 

according to best practice. 

 

Involvement in making an initial application 

for or renewing Museums Accreditation 

status. 

 

Writing and delivering relevant strategies and 

implementation plans. 

 

Working with digital Collections Management 

Systems such as CALM or AXIELL. 

 

Recruiting and managing volunteers. 

Developing and delivering  talks and/or tours. 

Working with CALM and Preservica. 

 

Using collections and/or archives to 

contribute to learning and 

interpretation projects. 

 

Completing successful funding 

applications to support curatorial 

activity. 

 

 


