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April 2017
Volunteer Friends Events Organiser

at the Museum of Archaeology & Anthropology
Why the Museum of Archaeology & Anthropology needs this role

The Friends of the Museum of Archaeology and Anthropology is central to the way in which the museum recognises the contributions made by our supporters, both financial and in other ways. More information about the Friends of the Museum of Archaeology and Anthropology can be found at: http://maa.cam.ac.uk/maa/maa-friends/
Subscribing Friends are invited to attend a series of exhibition previews, lectures and special events throughout the year, central to which is the annual Von Hügel lecture and drinks reception, and these events form an extremely important element of the Friends’ activities, not only in terms of keeping existing Friends involved and attracting new supporters, but also as a means of promoting the museum to a wider audience.
MAA Friends has just under 100 members and it is our ambition to grow this number, particularly among those who live in and around Cambridge.  We are now seeking a Volunteer Friends Events Organiser to help maximise the potential of existing activities and to identify opportunities for new events, in conjunction with members of the Friends Committee and museum staff.
Volunteer tasks

· Liaising with staff at the museum and members of the Friends Committee in relation to planned events and identifying opportunities for additional Friends events/activities, both at MAA and at other relevant locations.
· Contacting Friends regarding forthcoming events by mail and/or by email.

· Maintaining invitation lists, co-ordinating replies and managing attendance lists for Friends’ events.

· Liaising with the MAA Front-of-House team and other museum personnel as necessary to ensure the smooth running of Friends events.

· Attending Friends events.

· Handling general administrative duties related to Friends events.

What you will gain 
This is an excellent opportunity for an individual who is interested in supporting the museum to undertake an invaluable role. You will also gain:
· The opportunity to play an important part in the Friends organisation at a key stage in its development

· Experience of event organisation 
· An opportunity to develop further skills within a museum environment
· Meet new people within your local community 

· Satisfaction of giving back 
· Cultural sector experience and contacts within a supportive environment
· The benefit of being part of a motivated and enthusiastic team
Skills Required
Volunteers from all backgrounds and experience are welcome, especially those who have an interest in archaeology and/or anthropology, as well as museums. This role will involve some administrative work and will require the volunteer to attend relevant events at the Museum on occasional evenings and weekends.
We are looking for volunteers with: 

· Excellent organisational skills
· Good social/networking skills 
· Proactive approach
· Ability to work independently 
· Experience in Events Organisation or a related discipline would be an advantage but is not essential.
Potential time involvement: 4 hours admin per month on average + time spent attending events.
Location: Apart from the events themselves, which currently largely take place at the Museum, we anticipate that much of the organisational element of the role could be undertaken at a location to suit the volunteer, but we can make a desk and computer available at the museum if this is more convenient.
Responsible to: The Museum Administrative Assistant who is also a member of the Friends Executive Committee. 
Training and Support

MAA will aim to provide sufficient information and training for you to perform your volunteer role through a Training Session at a time to be arranged, and at other times as deemed appropriate.
Health and safety responsibilities

You are responsible for your own health and safety and that of others with whom you volunteer, by reporting all potential and actual health and safety matters including accidents using the correct procedures.
Legal check requirements for this role

We have a legal responsibility to ensure that you have the right to volunteer in the UK before you can start volunteering for us. If you do not have the right to volunteer in the UK already we will not be able to progress your interest any further.
To Apply

Please download and complete an Expression of Interest form and send it to opendoor@hermes.cam.ac.uk or Opening Doors Project Coordinator, University of Cambridge Museums, c/o The Fitzwilliam Museum, Trumpington Street, Cambridge CB2 1RB. 
Deadline to submit Expression of Interest form: Noon on Friday 26 May 2017
You may also be asked to attend an hour long Introduction Session at the museum at a mutually convenient time to be arranged.
About the Museum of Archaeology & Anthropology
The Museum of Archaeology and Anthropology (MAA) is the second largest of the University of Cambridge’s eight museums, with collections approaching 1 million objects. Within the United Kingdom, MAA’s collections are considered amongst the most important in their fields and are designated for their national and international importance. Since reopening in 2012 following an 18-month redevelopment, for which it was nominated for the Art Fund Prize for Museum of the Year, MAA has received 70,000 visits per year.

About the MAA Friends
The Friends organisation makes an important contribution to MAA being a thriving and successful museum by promoting, supporting and assisting its work and activities.  Subscriptions and donations from the Friends contribute towards acquisitions, help sustain an exciting events programme, and help make the Museum a better place to visit for researchers, students, families, children and the wider community.  Current members of the Executive Committee are:
Chair:  Peter Chapman 
Hon Secretary: Ann Taylor

Hon Treasurer: Emma Wells
Member: Carol Bell
Member: Jane Woods
Ex Officio members:
Director of the Museum: Nicholas Thomas
Museum Administrator: Wendy Brown

Newsletter Editor: Shirley-Anne McAndrew

About the University of Cambridge Museums

University of Cambridge Museums is a consortium of the eight University Museums, which works in partnership with the Cambridge University Botanic Garden and other Cambridge University collections.  They include: Fitzwilliam Museum, Kettle's Yard, Museum of Archaeology and Anthropology, Museum of Zoology, Museum of Classical Archaeology, Whipple Museum of the History of Science, The Sedgwick Museum of Earth Sciences and The Polar Museum.

The University's collections are a world-class resource for researchers, students and members of the public representing the country’s highest concentration of internationally important collections, all within walking distance of the City Centre.
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