JOB DESCRIPTION 

NATIONAL COAL MINING MUSEUM FOR ENGLAND 

All employees work for the National Coal Mining Museum for England, which is a charitable company limited by guarantee, registered with the Charity Commission and Companies House. The charity has been created to ensure that Caphouse Colliery is preserved as a vitally important part of our national heritage and protected for future generations. It aims to do this by keeping coal mining alive through collecting and preserving the industry’s rich heritage and creating enjoyable and inspiring ways for people of all ages, backgrounds and abilities to engage with the story of coal, and its aftermath. To do these things requires a safe, efficient, accountable, inventive and resilient organisation. 

Your post is designed to contribute to our aims and objectives. 

1.	POST DETAILS 

Title: Museum Guide 

Reference: MG2024 

Location: New Road, Overton, Wakefield 


2.	REPORTING TO: 

Deputy Mine and Estate Manager


3.	SUPERVISORY RESPONSIBILITIES: 

Nil 


4.	OVERALL PURPOSE OF POST: 

To conduct underground tours of the mine and the wider museum site. To answer mining and mining-related questions including about the history of the site and queries from members of the public. Carry out skilled mining-related tasks for which you are qualified, competent and authorised. 




5.	SPECIFIC TASK AREAS: 

5.1	General Duties: 

· To be responsible under sections 7 & 8 of the Health and Safety at Work Act 1974, as relevant. 
· Receive contraband from members of the public and return these items following completion of the underground tour. 
· Conduct underground tours whilst providing explanations and responding to questions and queries. 
· Ensure members of the public touring underground continue to wear illumination lamps and hard hats. 
· Ensure tour groups behave as required and take diplomatic but decisive action should behavioral difficulties be encountered (including ending the tour if necessary). 
· Maintain an awareness of mechanical or electrical problems, undertaking allocated repairs or maintenance if practical and safe to, and reporting other cases to the Mechanical or Electrical Engineer. 
· Monitor safety and report underground difficulties to the Duty Manager present at the mine for the organising of exit arrangements. 
· Repair and maintenance of illumination lamps. 
· Routine site and grounds maintenance and general repairs. 
· Repairs to roadways underground, and surface tunnel etc 
· Check and maintain fire-fighting ranges and equipment. 
· Supervise rides on the Museum's paddy car and undertake repairs and maintenance to this vehicle. 
· Attend educational and informational workshops and training courses. 

5.2	Additional Fitter Mechanical Guide Duties: 

· Carry out Mechanical duties of which you are trained, authorised and competent to do, including but not restricted to - 
· Examine mineshaft prior to approving opening. 
· Boiler maintenance and repair. 
· Examine winding ropes and replace when deemed necessary. 

4.3	Additional Electrician Guide Duties: 

· Carry out Electrical duties of which you are trained, authorised and competent to do, including but not restricted to - 
· Routinely check signals, lighting, cables, telephones, etc. 
· Examine winder and execute winder-driving duties. 


4.4	Additional Deputy Guide Only Duties: 

Daily walk the drift and galleries and, using the appropriate equipment, open the mine up as per Mines Inspection checklist. Also carry out other inspections of the Mine at a place where people regularly pass at intervals not exceeding four hours. 
Must possess a valid first aid certificate.
4.5	Other Duties: 

Undertake other duties at a comparable level of responsibility and for which you are competent when required. 

4.6	Special Features: 

The post-holder may be required on occasions to work evenings, weekends and bank holidays. 


5.	PERSONAL CONTACT: 

Internal: 

· Members of the Museum staff and volunteers. 

External: 

· Members of the public. 
· Contractors 


6.	QUALIFICATIONS AND SKILLS: 

Must have practical experience of mining and specific experience of underground working, gained through working in that industry as a qualified fitter, electrician or deputy, for example. 

Must have knowledge and awareness of mining and mining history and be prepared to share such knowledge with members of the public. 

Must possess an up to date first aid certificate (Deputy Guides only). 

First class inter-personal and communication skills coupled with a diplomatic but effective manner when dealing with visitors with different needs. 
The post-holder must be constantly aware of and able to ensure that they work to stringent statutory and safety requirements in order to ensure the safety of visitors. 


7.	HEALTH AND SAFETY: 

In accordance with sections 7 and 8 of the 1974 Health and Safety at Work Act ensure the health and safety of all staff and resources within the post-holder’s area of responsibility, i.e. delegated responsibility in relation to the post-holder’s duties and personal responsibilities. 

In addition, the Management of the Health and Safety at Work Regulations 1992 detail the following: 

Employees must inform their employer or supervisor of any work situation that might present a serious and imminent danger to health and safety. 
Employees must inform their employer or supervisor of any shortcomings in the health and safety arrangements, even when no danger exists. 


8.	EQUAL OPPORTUNITIES: 

The post-holder’s duties must at all times be carried out in accordance with the Museum’s Equal Opportunities Policy and other policies designed to protect employees or the Museum’s users from harassment. 

It is the duty of the post-holder not to act in a prejudicial manner towards the Museum’s users or employees. The post-holder should also counteract such practice or behaviour by challenging it or reporting it. 
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