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Invitation to tender: Freelance Collections Officer for the Isles of Scilly 

Museum Association 

1.0 Background 

The Isles of Scilly Museum opened in 1967 in a purpose built building in Hughtown, on St 

Mary’s the most populated of the 5 inhabited islands. Five years earlier, severe gales had 

unearthed some remarkable Romano-British finds on one of the Eastern Isles Nornour and 

this led to a huge volunteer effort to create the museum. 

The museum’s collection grew over the next 50 years to become a really wonderful and 

eclectic document of what makes and has made Scillonian life special. The museum was last 

fully accredited in 2015. Although the museum’s collections have not been formally 

assessed for their significance, some of the archaeological finds, natural history and 

shipwreck finds are of international importance. 

Popular with those that live on the Isles of Scilly and visitors alike, the museum was forced 

to close in 2019 due structural problems with the building. Undeterred, since then the 

museum has created the Museum on the Move designed to keep the museum alive while it 

plans for a new home.  Funded by Coastal Communities and the IOS Voucher Scheme, 

Museum on the Move created a 5 islands approach to engaging with the collections that has 

been well received.  In addition, with support from Cornwall Museums Partnership, the 

Museum created a ship wreck app enabled digital walking trail to connect the unique 

landscape of the Isles of Scilly to the museum’s relevant objects, archives and oral histories. 

Following the museum’s closure, the Board undertook some work to formalise its 

governance, becoming in 2020, a Charitable Incorporated Organisation.  It currently has 8 

active and knowledgeable Trustees. In accordance with its constitution, all Trustees are 

residents of the Isles of Scilly (population 2,200) and 2 have lived all their lives on the 

islands. 

Since the start of 2021, the Association has been a partner in an initiative led by the IOS 

Council, (who are responsible for the Creative Islands programme) to develop both a new 

home for the IOS museum and for cultural and community events. Following feasibility 

work, the Grade II listed Town Hall of Hughtown (which previously served as 

performance/venue space for the cinema, Folk Festival and Theatre Club) was chosen as 

preferred option for a new museum and cultural centre. 

The Association has agreed in principle with the Council that, subject to mutually beneficial 

development, the Council would manage and bear the risk of the project’s capital delivery 

with the Association taking on the operation of the new centre.  With Community Renewal 

https://www.visitislesofscilly.com/experience/arts-and-culture/creative-islands
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Funding, plans for the centre are now developing at pace with a Project Board in place.  The 

current working assumption is that the capital project may cost in the region of £12m. 

The museum is supported and advised on its professional practice by Cornwall Museums 

Partnership and DCA consultants. 

 

2.0 Project Summary – A new museum and cultural centre for the Isles of Scilly 

 

The project addresses the need for cultural facilities on Scilly, building on the Creative 

Islands programme driven by the Council since 2017. This vision is set out in the Manifesto 

for Culture - a framework for cultural development on Scilly. 

Historically, the Islands had a much-loved accredited Museum, engaging both local people 

and visitors, and, separately, a space for performance in the historic town hall in Hugh Town 

on St Mary’s, which hosted theatre, music, spoken word, exhibitions and festivals. Both the 

Museum and the Town Hall closed in 2019 due to condition challenges. Since then, the 

Council and Museum Association have worked to find the solution for the new museum, 

and a new home for performance and events, that the Islands need so urgently. 

 The Creative Island programme has shown and seen excellent work, developed new 

partnerships and developed understanding of what the Council and partners need to do 

next to grow our cultural life and creativity. 

The Council and the Museum Association have identified the potential to make a new, 

sustainable, inclusive Museum and Cultural Hub in the former town hall. There is a 

momentary opportunity to deliver a significant capital scheme. This will require heritage and 

regeneration funding and the parties anticipate launching a crowdfunding campaign, within 

the Islands’ community, as well as targeting the regular visitors and longstanding lovers of 

the islands.  

The hub will create a special new place to experience Scilly’s Island culture. This is being 

planned to support and extend the visitor economy as well as providing high quality facilities 

for the local community. The new hub will touch the lives of all 2,000 residents, of all 

generations, and very many of our 110,000 visitors a year.   

 

3.0 Scope of work for Documentation Development 

 

Current state of play and need 

The museum achieved full Accreditation on 12 October 2015. 

In terms of current collections management, there are policies/and or procedures in place 

for: 

https://www.visitislesofscilly.com/dbimgs/IOS-Manifesto%20for%20Culture%20(3).pdf
https://www.visitislesofscilly.com/dbimgs/IOS-Manifesto%20for%20Culture%20(3).pdf
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• Collections development policy (2022) 

• Documentation procedures (partially updated 2022) 

• Documentation Policy (2022) 

At present, the Museum has a comprehensive and up-to-date catalogue of its 8520 items 

held in MS Excel.  A Collections Action Plan has recently been drafted along with procedures 

to reconcile catalogue and paper-based documentation. The museum does hold some 

digital images of its photo album collection and some minor born digital records which is 

mainly copies. The least well accessioned is the archival records. At the moment, it is not 

possible to search the accession register thematically except by categories such as 

archaeology, shipwreck salvage, coins, natural history, geology, domestic, art, plans, maps.  

The museum has recently purchased Modes, which can be used to develop thematic 

cataloguing.  Given the museum development plans, this needs to be tackled as soon as 

possible so that cataloguing of priority collections can help to support the emerging 

interpretation planning – by allowing for efficient searches of relevant material, its 

organisation by theme as opposed to format or type, thereby aiding object selection for 

core displays, digital resources and off-site island mini exhibitions. 

In place is a very good body of research contained in pamphlets and publications produced 

by the museum and others over the years which can be drawn upon to assist with the 

cataloguing of the collections. The museum also benefits from some Board members and 

volunteers with expert knowledge that can be mined. 

The museum recognises that it is unrealistic to expect the entire collection catalogue to be 

complete within the scope of this commission. 

The work will also support the museum’s future re-application for full Accreditation. 

The requirement 

An individual is required on a full-time basis (normally working Monday to Friday 37.5 hours 

per week) working closely with the IOS Museum Curator/manager over a period of 4 

months (with the possibility of extending to a permanent post) to: 

1. Implement the Collections Action Plan by assisting the Curator/Manager to complete 

confirmation of legal ownership of the collections, with Loans as a priority. 

 

2. According to identified priorities within interpretive themes, document and digitise the 

collection to 'SPECTRUM' standards on Modes by enhancing records, scanning and 

photographing objects as well carrying out object research. Train and support volunteers 

to assist with documentation and digitisation. 

 

3. Carry out a basic condition check for objects in terms of their suitability for display and 

identifying any conservation priorities. 
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4. Organise training for staff and volunteers in associated tasks such as cataloguing, 

handling, repackaging, object marking, photography and scanning.  Support the 

Curator/manager in identifying volunteers to assist with documentation and planning 

their workflow. 

 

5. Work in response to the museum and interpretation design to highlight 

insights/knowledge/research gained during the documentation process to enhance the 

content development, working with any appointed content developer. 

 

6. Provide progress reports to the Curator/Manager on a monthly basis. Assist the 

Curator/Manager to plan a condition assessment and conservation plan. 

 

7. Update the Collections Action Plan at the end of the 4 month period in light of what has 

been achieved and adjust long term planning, taking account of new museum and 

cultural centre development timetabling (e.g. there may be very limited access to 

collections during any capital works period). 

 

The individual must be prepared to live on the Isles of Scilly Monday to Friday 

(accommodation to be provided by negotiation) and to liaise as required with those 

developing the new museum and cultural centre including officers of the Islands Partnership 

and IOS Council and potentially the consultant architect, business planner, museum 

development consultants, interpretation content development and designers, and 

governance planner. The individual will be expected to draw off the skills and expertise of 

SW Museum Development and Cornwall Museums Partnership, with whom the museum 

has an established relationship. 

 

4.0 Skills, knowledge and experience 

 

The Museum is looking for and individual who can offer: 

• An understanding of museum operation and practice gained through work-based 
training or experience (essential) 

 

• A graduate and/or post graduate degree in museum/heritage studies, history or 
archaeology (desirable) 

 

• Knowledge of museum documentation processes and standards including 
SPECTRUM (essential) 
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• Experience of collections documentation, including using a collections management 
system, gained through working or in a museum, gallery, or heritage site (essential) 

 

• Experience in the digitisation of museum objects and the processing of images to 
include Photoshop (desirable) 

 

• Experience of handling museum objects of a variety of types, and an understanding 
of best practice (essential) 

 

• Experience of condition assessment and preventative conservation (essential) 
 

• Working knowledge of MS Office packages including Word, Excel and Outlook 
(essential) 

 

• Ability to input data with a high level of accuracy (essential) 
 

• Good organisational skills with the ability to manage own workload, effectively, to 
meet targets and deadlines (essential) 

 

• Strong teamworking skills with the ability to work positively and co-operatively with 
the museum team and its volunteers (essential) 

 

• Strong written and verbal communication skills, with the ability to communicate with 
a wide range of people (essential) 

 

5.0 Timing and length of contract 

The appointment is for an initial 4 months (17 weeks or 84days) ideally beginning Mon 31st 

October 2022 to Friday 3rd March 2023 with the possibility of an extension to a permanent 

salaried role. You will not be expected to be available over the Christmas period 24th Dec – 

2nd Jan.  

 

6.0 Reporting 

The person appointed will report to the Kate Hale, Curator/Manager. 

 

7.0 Fee  

This work has a fixed budget of up to £9,500 for the cost of freelancer including expenses 

and travel on the Isle of Scilly and any applicable VAT. Payment will be in monthly 

installments at the end of each month.   

There is additional budget for travel to and from the Isles of Scilly at the beginning and end 

of contract. Accommodation will be provided subject to negotiation. 

 

8.0 How to apply 
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Applicants should submit a cover letter of no more than two sides of A4 detailing how their 

skills, knowledge and experience meet the requirements for this role, plus a CV and details 

of two referees. Applications should be submitted by email to Kate Hale on 

katehale@iosmuseum.org by 5pm Wednesday 31st August 2022. 

 

Interviews will take place via Zoom on Tuesday 6th September. The interview panel will be 

Kate Hale (Manager/Curator), Steph Clemens (Museum Development Officer for Cornwall 

and IoS), and a member of the IOSM Board. 

 

PLEASE FEEL FREE TO RING FOR A CHAT OR TO ASK ANY QUESTIONS  

9.0 Contact details 

Kate Hale, Curator/Manager, Isles of Scilly Museum 

Email:  katehale@iosmuseum.org 

Telephone: 01720 422337  Mob: 07966446481   

 

 

 

mailto:katehale@iosmuseum.org
mailto:katehale@iosmuseum.org

