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Bookings Co-ordinator and Volunteer Liaison Assistant 
 

The role will involve liaising with Curatorial staff, Enterprises and Development to avoid diary clashes. 

Co-ordinate the pool of Volunteers, organise paperwork and liaise with HR to ensure that all relevant 

paperwork is completed, and records updated. You will act as the main point of contact for Volunteers 

and Guides. 

Key Tasks and Responsibilities 

Bookings and Diary Co-ordination 

• Support the Assistant Curator and Curator in relation to managing the Museum Bookings and Tours 

diary and oversee the volunteer shift diary and ensure coverage for tours, visits and Open Days. 

• Monitor the Collections Booking website, answer emails and manage Museum diary for visiting 

groups, schools and Open Day tours. 

• Assist with group bookings ensuring smooth passage through front of house by greeting and 

processing. 

• Provide administrative support for the Curatorial department in relation to bookings and tours (e.g. 

issue invoices, undertake filing) and take Museum-related enquiries by phone and email, deal with 

any issues or redirect to the appropriate staff member. 

• There will be occasional, mostly seasonal, evening and weekend cover required of this post. Time 

off in lieu will be offered.  

 

Volunteer Supervision 

 

• Schedule volunteers and organise rotas to provide the required coverage for a variety of 

Museum programmes and open days. 

• Assist with the production of volunteer policies and procedures, including risk assessments. 

• Generate appropriate advertising of volunteering opportunities with role descriptions for the 

Libraries and Collections website 



• Meet potential volunteers, introduce them to the museum and explore their reasons for 

volunteering, helping to match them to appropriate roles. 

• Assist with the interview procedure for volunteers to ensure they are appropriately matched and 

trained for a position and guide new volunteers through the induction process. 

• Help to organise social events for volunteers to thank them for their commitment and service. 

• Monitor, support and motivate the volunteers to enable them to carry out their roles in the 

museum and libraries 

 

 

Person Specification 

 

 

• Experience in basic clerical administration and diary management with a high level of 

organisational skills. 

• Excellent command of written and spoken English 

• Polite and pleasant manner with good communication skills and experience of working with the 

general public. 

• Experience in interviewing and supervising volunteers. 

• Ability to devise and deliver training sessions. 

• Willingness to lead guided tours if required. 

• Flexible and positive approach to teamwork. 

 

NB: This job description illustrates the main responsibilities of the job and is not exhaustive. As duties 

and responsibilities change and develop the job description will be reviewed and be subject to 

amendment in consultation with the post holder.      

  

  

To apply, please complete the Stonyhurst application form and return your completed 

form to recruitment@stonyhurst.ac.uk   

    

All staff must live out our values and uphold our safeguarding policy at all times. We believe 

everyone has a responsibility to promote the welfare of all children and young people, to keep 

them safe and to practise in a way that protects them. We are committed to equality and anti-

discriminatory practice. We will give equal priority to keeping all children and young people safe 

regardless of their age, disability, gender reassignment, race, religion or belief, sex, or sexual 

orientation. All staff at Stonyhurst are expected to demonstrate consistently high standards of 

personal and professional conduct.   

    

All staff at Stonyhurst must have proper and professional regard for the ethos, policies and 

practices of Stonyhurst, and must maintain high standards in their own attendance and 

punctuality. Staff must have an understanding of, and always act within, the statutory 

frameworks which set out their professional duties and responsibilities.   
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