
THE ROYAL COLLEGE OF SURGEONS OF EDINBURGH   
   

Heritage Department   
   

Museum   
   

Visitor Services Assistant (21 hours per week)   
   

   

1. General Information   

   

The Royal College of Surgeons of Edinburgh is an independent membership organisation 

concerned principally with the education, training and assessment of Surgeons, Dental 

Surgeons and Doctors who are involved in the surgical care of patients.  Founded in 1505, 

the College currently has a membership of around 25,000 in approximately 100 countries 

throughout the world.   

   

The Governing Body of the College is the Council, which comprises the President, two 

Vice-Presidents, Honorary Treasurer, Honorary Secretary and fifteen elected Members of 

Council.  The Office-Bearers are appointed for a three-year term of office and the 

Members are elected for a five-year term at any one time.   

   

Executive management of the College is vested with a Chief Executive who is responsible 

through the President to the Council.   

   

The number of staff currently employed by the College is approximately 170.   

   

  For further information please visit our Website:    www.rcsed.ac.uk    

   

   

2. Heritage Department   

   

The Lister Project is an award winning initiative by The Royal College of Surgeons of 

Edinburgh (RCSEd) that focused on the College’s heritage and created a new and 

enhanced public space within Surgeons' Hall Museums.  The project was supported by the 

Heritage Lottery Fund and cost over four million pounds. The internationally-relevant 

heritage of the College will inform and excite the general public, and encourage them to 

think about their health and well-being.  Surgeons’ Hall Museums reopened to the public 

in September 2015, and the College is looking for Visitor Services Staff to enhance their 

award winning museum.   
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3. The Role of the Visitor Services Assistant    
   

   Primary duties   

   

a) Opening and closing the museum   

b) Supervising the museum, maintaining the safety and security of visitors, 

volunteers and the collection   

c) Welcoming visitors, taking money and issuing tickets   

d) Handling cash  

 Issuing tickets to visitors    

 Cashing up at the end of day   

 Transferring monies to Finance Department            

 Selling books, posters and other stock   

e) Recording the number of visitors   

f) Recording book sales and keeping stock of books   

g) Daily front of house housekeeping, i.e. leaflet replenishment, wiping cases, 

staff/volunteers kitchen area   

h) Answering or taking enquiries to pass on to volunteers and staff   

   

Other duties   

   

a) Supervising galleries and engaging with visitors on gallery to enhance visitor 

experience   

b) Conducting short general tours for museum visitors, when staffing allows   

c) Assisting with the induction programme of new staff/volunteers   

   

Accountability   

   

The Visitor Services Assistant is accountable to the Visitor Services and Marketing 

Supervisor.   

   

Hours of Work   

   

The Visitor Services Assistant will be expected to work three days per week including 

weekends, on a four-week rotational calendar. The successful candidate may also be 

required to work additional hours as needed. The standard working day for the role will 

be 9:45 to 17:15 with 30 minutes for lunch.   

   

   

4. Personal Qualities    

   

  Reliable and punctual   Essential   

   

  Able to remain calm under pressure during busy periods   Essential   



   

  Good interpersonal skills                       Essential   

   

  Able to work as part of a team and to work independently               Essential  

 

   Able to prioritise workload                     Essential   

   

   Willing to learn new tasks and respond well to direction   Essential   

   

  

5. Professional Experience / Expertise     

   

 Good level of education with at least Standard Grade Credit Level in      

   English or equivalent                  Essential    

   

   Experience of using IT systems efficiently and effectively (including:    

   MS Word, Excel and Outlook)                 Essential   

                          

   Good organisational, verbal and written skills                 Essential   

   

  Knowledge of/interest in the history of surgery and medicine                 Essential   

   

  Previous experience of cash handling                        Essential   

   

  Experience of working in a customer facing environment               Essential    

   

  Experience of working with volunteers                         Desirable   

   

 Relevant work experience in a similar organisation or background               Desirable   

              

   

6. General Information   

   

Pension Scheme:   

   

The College has its own contributory Pension Scheme.  Further information is available 

from the College Pension Trustee.  (Anyone wishing to transfer from an existing Pension 

Scheme should discuss this option with their Financial Adviser).     

   

Sick Pay Scheme:   

   

Members of staff are eligible for the benefits of the College’s Sick Pay Scheme once they 

have been in post for a minimum of six months.   

   



Annual Leave:   

   

30 Working days per annum pro rata.   

   

Nominated Public Holidays:     

   

In addition to the period of annual leave notified above, you will be entitled to the 

following nominated public holidays pro rata as they fall due:   

   

  New Year’s Day    Good Friday      Easter Monday    May Day   

  Spring Holiday    Autumn Holiday   Christmas Day    Boxing Day   

   

   

General:   

   

All posts are offered subject to the receipt of references satisfactory to the College.   

   

This post is offered on a three-month probationary period basis.     

   

Candidates may be requested to undergo a medical examination.   

   

Salary:    

   

This will be £16,402 (pro rata) per annum.     

   

   

   

December 2017   


