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Visitor Experience & Operations Coordinator
Reports to: Learning & Engagement Producer 
Hours: 24-28 hours per week (including regular weekend working)
Working Pattern: Wednesday and at least 1 weekend day each week 
Salary: London Living Wage 
Contract: 6 months with possibility of extension

Purpose of the Role
The Visitor Experience & Operations Coordinator plays a key role in ensuring the smooth day-to-day operation of the Brunel Museum.
The postholder will act as Duty Manager during public opening hours, coordinate visitor services, support income generation through memberships, donations and retail sales, and oversee the practical operation of the Museum site.
The role combines visitor experience, operational delivery, facilities administration and supporter engagement, helping to ensure the Museum remains welcoming, safe and financially sustainable.

Visitor Experience
· Act as Duty Manager during designated shifts. 
· Welcome visitors and provide a high-quality visitor experience. 
· Serve as a first point of contact for visitor enquiries in person, by telephone and by email. 
· Support volunteer Museum Ambassadors and front-of-house volunteers. 
· Respond to visitor feedback and identify opportunities for improvement. 
· Support delivery of private tours and group visits. 
· Work with colleagues to ensure a consistently excellent visitor experience. 
Duty Management & Museum Operations
· Act as Duty Manager during designated shifts. 
· Support front-of-house operations when required. 
· Provide cover for visitor services during volunteer shortages. 
· Assist with private tours and group visits. 
· Support smooth operation of the Museum during opening hours. 

Shop, Memberships & Supporter Engagement
· Oversee day-to-day operation of the Museum shop. 
· Monitor stock levels and make recommendations for new products. 
· Fulfil online shop orders. 
· Process memberships and renewals. 
· Support Gift Aid collection and donation requests. 
· Promote membership, donations and supporter schemes to visitors. 
· Assist with visitor data collection and CRM administration. 
· Support individual giving campaigns and fundraising initiatives. 

Operations & Facilities
· Coordinate routine maintenance activities across the Museum site. 
· Maintain maintenance and compliance schedules. 
· Arrange contractor visits and monitor completion of works. 
· Undertake and record weekly and monthly compliance checks including: 
· Fire alarm testing 
· Emergency lighting checks 
· Water monitoring 
· Building inspections 
· Support management of health and safety systems. 
· Monitor visitor-facing spaces and identify maintenance issues. 
· Assist with procurement of operational supplies and consumables. 
· Liaise with contractors including gardeners, cleaners and maintenance providers. 

Events & Commercial Activity
· Support preparation and delivery of venue hire activity. 
· Assist with event set-up and breakdown. 
· Coordinate event logistics as required. 
· Work closely with the Event Producer to ensure Museum spaces are presented to a high standard. 
· Support the Museum's commercial activities and income-generating opportunities. 

Finance & Administration
· Support routine financial administration, including processing invoices, payments and sales information. 
· Maintain accurate administrative and financial records. 
· Support the production of operational and financial reports. 
· Provide general administrative support across Museum activities.

General
· Attend staff meetings and training as required. 
· Follow Museum policies and procedures. 
· Comply with health and safety requirements. 
· Undertake other duties reasonably requested by senior staff. 


 
Skills and Experience
· Experience in a customer-facing, visitor-facing or public-facing role. 
· Strong organisational skills and ability to manage multiple priorities. 
· Experience of administrative processes and maintaining accurate records. 
· Good IT skills, including Microsoft Office and cloud-based systems. 
· Good numeracy skills and experience handling financial or sales information. 
· Ability to work independently and use initiative to solve problems. 
· Excellent communication skills, both written and verbal. 
· Experience working collaboratively with colleagues, volunteers or external partners. 

Desirable
· Experience in a museum, heritage, cultural or visitor attraction setting. 
· Experience of retail, memberships, events, facilities administration or volunteer coordination.

Benefits: 
· The Museum appreciates flexibility from its staff, and endeavours to do the same. If you require flexibility in this role, please do not hesitate to get in touch. 
· In addition to 28 days holiday (pro rata for part-time), each employee is entitled to up to 2 additional days per year as Climate Perks Days. 
· A seasonal flu voucher scheme
· Contributory pension scheme which includes a 5% employer pension contribution
· Access to a confidential employee assistance programme
· Free parking

This job description is not an exhaustive list of duties, and responsibilities may evolve over time. The successful candidate must be willing to take on additional tasks as required. 
 
 

Deadline: If you are interested in the role, please send your CV to gabriella.codatefano@thebrunelmuseum.com with 2 references by 9am, Tuesday 21 July 2026. 

Interviews and paid trial shift are expected to take place Tuesdsay 28 and Wednesday 29 July 2029 at the Brunel Museum, Railway Avenue, London, SE16 4LF 
www.thebrunelmuseum.com 
  
Please note that The Brunel Museum is committed to equal opportunities in employment and ensuring that no one is denied opportunities or discriminated against through prejudice or exclusion due to characteristics protected under the Equality Act. The successful candidate will be subject to enhanced disclosure from the Disclosure & Barring Service and appropriate references. 
  
If you have a disability which means you are unable to meet some of the job requirements, specifically because of your disability, please address this in your application. If you meet all the other criteria, you will be short-listed, and we will explore jointly with you if there are ways in which the job can be changed to enable you to meet the requirements. 
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