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Getting a Job at Black Country Living Museum
These notes are designed to help you participate fully in our staff recruitment procedures, and to assist you with providing all the information we need in order to understand how you meet the requirements of the job.  The notes also provide information about certain terms and conditions of employment.

Please read these notes carefully before completing the application form.

The Black Country Living Museum is one of the UK’s leading open air museums, and provides a challenging and rewarding environment in which to work to fully develop your personal potential.

As an organisation, we are committed to developing a positive ethos and working environment by extolling core values based around mutually-supportive team work, openness and knowledge-sharing, taking responsibility, respect for others, finding innovative approaches and going the extra mile.

We invest in training and personal development through an individual performance review programme, and are establishing programmes to support and develop leadership and management skills.  We are developing modern employment policies that reflect best practice and that support and encourage performance, promote equality and ever stronger employer-employee relations.

We want the Museum to be an employer of choice, with greater diversity, as representative of an institution of the 21st Century.

We recognise that good management, great training and supported personal development are not only the bedrocks upon which to build an enviable reputation, but are the prerequisites of a healthy and sustainable organisation.

If you like working with people, enjoy hard work, and welcome responsibility then you will be interested in working for the Black Country Living Museum.  These guidance notes will help you achieve your ambition.

We look forward to receiving your application.

Andrew Lovett, 
Director & Chief Executive
Guidance Notes for Applicants
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Established in 1975 on a 26 acre site two miles from the town centre of Dudley, the Museum exists to allow the visiting public to enjoy, appreciate and better understand the history, cultures, life-styles, traditions, industry and achievements of the Black Country region, and the impact these have had on the wider world.  It does this by preserving carefully selected historic aspects of the local built environment, usually involving the careful reconstruction of buildings brick by brick. The result has been the creation of an extraordinary living village of houses, shops and workshops, complete with chapel, school and pub - a fairground  - and 1920s cinema set in an authentic industrial landscape of coal mines, canal arm and lime kilns.

Open all year round, the site is brought to life through a team of enthusiastic and knowledgeable costumed demonstrators, guides and volunteers, who welcome over 300,000 visitors each year from all over the country and from overseas.

The Museum also holds important collections of over sixty thousand items ranging from locally made pots and pans to motor vehicles and motorcycles representing the four present day local authorities - Dudley, Sandwell, Walsall and Wolverhampton – which make up the Black Country. The Museum also operates a tram way and trolley bus route. 

The Museum offers a visitor an enjoyable learning experience that few others can match.
Our Vision is to be nationally recognized and admired as a pre-eminent open-air museum in the United Kingdom.  Our Mission is to engage hearts and minds through the best use of our collections to inspire the widest possible audience about the story of the Black Country – the world’s first industrial landscape.  

The Black Country Living Museum welcomes job applications from all sections of the community and will consider applicants for jobs on the basis of their relevant experience, qualifications, skills and abilities.

Our goal is equality of opportunity for everyone who uses, visits, works in and works for the Museum and we will provide services and develop employment practices accordingly. 

In particular, the Museum is committed to making sure that: 

· There is equality of opportunity in terms of access to the Museum and its services and that this reflects and is appropriate to, the needs of the diverse communities using and visiting the Museum.

· Prospective and present employees are afforded equal and fair treatment in relation to recruitment, selection, terms and conditions of employment, training and promotion.
Please complete the separate Recruitment Monitoring Questionnaire to enable us to monitor the effectiveness of our recruitment policy and processes, so that we can ensure recruitment and selection are carried out fairly.  The information you provide will also help us to identify any barriers to recruitment.  Your answers will be treated in the strictest confidence and used only for statistical monitoring. Your completed form will not be seen by those responsible for short listing and will not, therefore, form part of the selection process.  Please do not staple the questionnaire to your completed application form. 


The purpose of completing the application form is to give you the best opportunity to be short listed for interview. Completed application forms are compared to the requirements set out in the Person Specification to create a shortlist of matched candidates who will be invited for interview.

You should study the Job Profile and Person Specification carefully before completing your application form.  Whether you are short listed for interview will depend on how well you can demonstrate that you meet the criteria listed in the Person Specification. 

The following tips are designed to help you complete the application form as effectively as possible:

· Study carefully all the information you have been sent about the job and the application form before you begin to complete the form. Ensure that you are clear about what you are being asked to do.

· If possible visit the Museum before making your application or attending for interview. If you are short-listed for interview, you can visit the Museum free of charge. We would also encourage you to visit the Museum’s website at www.bclm.co.uk. 

· Make sure that your application is specific to the job you are applying for. A standard application form, which you have prepared before, may not address all of the essential criteria in the Person Specification. 

· The Museum does not accept CV’s in lieu of a completed application form. 

· To help us with copying your application, please use black ink/type and do not use staples. 

· You may email the completed application to jobs@bclm.com.

Short listing will take place immediately after the closing date and is always undertaken by at least two people, one of whom will usually be line manager for the vacancy.  When short listing we are making an assessment of how closely your application meets the criteria set out in the Person Specification.  We will go through your application in detail looking for specific evidence that you have the experience, knowledge and skills required to undertake the job successfully.  It is unlikely that you will be selected for interview if you haven’t provided specific evidence, supported by relevant examples. 
If you are short-listed for interview we will reimburse reasonable travelling expenses at standard class rates. 

Due to the high number of applications we receive, it is not possible for us to respond to or acknowledge every application.  If you have not received an invitation to attend for interview within four weeks of the closing date, you should assume that your application has been unsuccessful on this occasion. 


If you are short listed for interview, we will normally contact you by letter to invite you to interview. This letter will give full details of what the selection process will involve.  In addition to an interview, the Museum may also use other methods to help choose the best candidate for the job.  Common selection methods include work related tests to examine your IT, organisational, team-working, writing or numerical skills.  For certain jobs you may be asked to give a short presentation, complete on-line psychometric tests and/or personality profiles. If additional methods are to be used you will be notified in advance, when we invite you for interview. 

The purpose of an interview is to identify the best candidate for the job.  The interview panel will usually be two or three people, including the line manager for the vacancy.  The length of the interview will depend on the level of the post but in most cases it will last for about 30 to 60 minutes.  

For most of the time the interviewers will ask you questions which relate to the requirements listed in Person Specification.  At the end of the interview, you will be given some time to ask a few questions yourself.  It is advisable to have a few questions already prepared. 

If you have a disability and need any adjustment to be made in order for you to participate in the selection process, please contact us immediately on receipt of the letter inviting you for interview so that we can accommodate your needs. 


Offers of employment will only be made by a senior member of staff authorised to do so. Offers of employment are made subject to receipt of satisfactory references and medical clearance.  Additionally, in line with the Asylum and Immigration Act, 1996 we will require proof of your legal right to work in the United Kingdom.  Some jobs at the Museum are subject to clearance by the Criminal Records Bureau.  If this is a requirement, it will be stated on the Person Specification. 

The information that you provide as part of your application for employment will be used in the recruitment process.  All information about you will be securely held, with access restricted to only those involved in dealing with your application, including short listing.  Unless you are the successful candidate, your data will be kept for 12 months and then destroyed. By signing and submitting your application form and recruitment monitoring questionnaire, you are giving your consent to your data being stored and processed for the purposes of the recruitment process.


The contract of employment will be with The Black Country Living Museum Trust, an independent educational charitable company governed by a Board of Trustees. Registered in England No 1226321, Registered Charity No 504481.


The Museum is a popular choice for applicants and competition for jobs can be strong. If you are not successful first time round, please do consider trying again.

Keep an eye on our web site, local and national press for future job opportunities.  Review your knowledge and experience and take advantage of any opportunities to learn new skills, which may help you in future applications.

Good luck and thank you for your interest in working at the Museum.


Current terms and condition of employment are outlined below.  

Please note that these are for information only – they may be subject to change. 

(i) 
Full-time employment is based on 37 or 37.5 hours per week. 

(ii) 
A defined contribution pension scheme, with company matched contributions up to 6% of basic salary. 

(iii) 
For a full-time member of staff, annual leave entitlement is 25 days, excluding 8 statutory bank holidays (pro-rata for part-time jobs).  Casual employees with no guaranteed hours will accrue holiday entitlement on the basis of hours worked. 

(iv) 
For a permanent member of staff, after 3 months continuous employment, the Museum operates an occupational sick pay scheme.

(v) 
The Museum does not operate a compulsory retirement age. 

(vi) 
Some jobs benefit from a flexible working arrangement.  This normally will not apply to rostered jobs. 

(vii) 
All jobs are subject to the satisfactory completion of a six month probationary period. 

(viii) 
Subject to certain conditions, reasonable relocation expenses will be paid. 

(ix) 
Unless stated otherwise, all jobs are based at the Museum, Dudley.

(x)
Normally, we are able to provide free car parking for members of staff.
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