Job Description
General Manager 
Reports to: Director  
Hours: 5 days per week (But 0.8 will be considered for the right candidate) 
Salary: £35-£40k
This role would suit an ambitious, hands on generalist, who is equally interested in both people and process.  
 
Job Duties 

Museum Operations and Retail
· Act as Organisational lead for all visitor experience and museum operations, including weekly opening, private tours and school visits 
· Act as Duty Manager 2 days per week (Monday and Friday), ensuring all opening up and closing down procedures are followed, and volunteers are briefed appropriately 
· Circulate end of week reports, flagging any operational issues 
· Be the onsite lead for any health and safety and safeguarding issues
· Be the site security and safety operational lead, leading on all compliance including the annual compliance calendar (for example annual PAT testing, annual security reviews), ensuring relevant information is cascaded across the staff and volunteers, escalating to the Director and Board as appropriate 
· Manage and maintain all operational policies and procedures (Lost Property…etc) 
· Act as the first point of escalation for routine operational matters, escalating to the Director when necessary
· Take an effective and pragmatic approach to risk management, including taking responsibility for the Organisational compliance calendar, risk register, accident reporting and fire safety monitoring 
· Lead the Museum’s retail function, including oversee quarterly purchasing for retail and merchandising calendar, producing quarterly reports on sales, and suggest new product lines 

Team Leadership 
· Train and lead Volunteer team, along with Learning Producer, to deliver excellent visitor experience, and achieve targets for donations, Gift Aid and Membership
· Work with the Learning & Audience Producer to maintain an annual training calendar for casual staff and volunteers (including but not limited to fire Safety, First Aid, Safeguarding, How to use the till) 
· Manage the Museum’s cleaner, ensuring the museum is presentable to all visitors and guests 
· Manage the Finance Coordinator, ensuring all finance processes are properly followed 
· Manage the weekend Duty Managers and the casual Duty Managers, including holiday and sickness cover, including following the museum’s processes around Probation, annual appraisals, Return-to-work meetings etc 
· Working with the Event Producer to rostering casual staff for venue hire events including pre and post event cleaning 
· Balance operational needs with efficiencies when rostering 
· Maintain oversight of staff holiday, rostering casual staff when needed for cover 
· Support Finance Manager with monthly payroll	Comment by Katherine  McAlpine: Retained by Finanace Manager, but with support of GM 	Comment by Sayak Mukherjee: Support Finance Manager in producing and running monthly Payroll?	Comment by Sayak Mukherjee: From this point on for the rest of the bullet points, I would create a new HR section. 

HR and People management 
· Leading on recruitment of new casual staff when required, including drafting adverts, Coordinating recruitment and onboarding 	Comment by Katherine  McAlpine: I don’t know how relevant this is, but have included anyways 	Comment by Sayak Mukherjee: I think this is relevant unless you want to hold on to all recruitment?
· Manage the annual staff and volunteer survey process, ensuring that insights are used to improve the staff experience
· Working with the Director and the Remuneration and people committee to create and maintain Policy review schedule, updating policies and the Staff handbook where required 

Budget and Financial management
· Oversee operational budgets, identifying opportunities for efficiencies and costs savings
· Manage relationships with key suppliers, such as Insurance providers, IT & Telephone, Energy 
· Work closely with the Director and Finance Manager on budget monitoring 
· Monthly reporting on key areas, highlighting areas for improvement
· Admissions 
· Shop 
· Memberships 
· Donations 
· Venue hire 
· School visits 

Other duties:
· Deputise for the Director where necessary, for example at Board meetings. 
 
Key Relationships:
· Director – Line manager
· Direct reports – TBC but likely Finance Coordinator, Cleaner and Casual staff 
· Finance Manager – Budget oversight and support for Management accounts
· Event Producer 
· Learning Producer 
· Trustees – 
 



Skills and Experience
Essential
· Operational leadership: Experience managing the day-to-day operations of a customer-facing organisation, with a practical, hands-on approach to solving problems and keeping things running smoothly.
· People leadership: Experience managing and developing diverse teams, including volunteers and casual staff, with the ability to build a positive, inclusive and accountable working culture.
· Organisation and project management: Highly organised, with the ability to manage competing priorities, establish effective systems and processes, and ensure that work is delivered to a high standard and on time.
· Health, safety, safeguarding and risk: Good understanding of health and safety, safeguarding, risk management and organisational compliance, with the confidence to identify issues, take appropriate action and escalate when necessary.
· Financial and commercial awareness: Experience managing or monitoring budgets, suppliers and operational expenditure, with the ability to understand performance data and identify opportunities to improve efficiency and income.
· Communication and collaboration: Excellent written and verbal communication skills, with the ability to work effectively with colleagues at all levels, volunteers, suppliers, visitors, trustees and external partners.
· Judgement and leadership: Sound judgement, discretion and the confidence to make decisions independently, with the ability to act as an effective deputy to the Director and represent the organisation when required.
 
Desirable: 
· A financial qualification (or equivalent experience)
· First Aid qualification
· Health and Safety qualification or equivalent experience 
· Fire safety qualification or equivalent experience


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 katherine.mcalpine@thebrunelmuseum.com with 2 references by 9am, Monday 23 November 2026 

Interviews are expected to take place between 9 and 11 December 2026 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. 
