
                                                                                                                                   
 

EVENTS AND OUTREACH COORDINATOR  
 
Background to the role 
 
In July 2019, after an eight-year community-led project, Gairloch Museum opened in its new 
premises, a former Cold War ‘bunker’. The Museum, which is fully accredited by Museum Galleries 
Scotland, preserves and presents the heritage and history of Gairloch and surrounding areas. As is 
evident on  Tripadvisor, we are attracting superlative comments from both local people and the many 
visiting tourists. In October 2020 the citation for the award of Art Fund Museum of the Year 2020 
recognised: “the rebirth of this truly special museum … the tale of people-power, determination, and 
local pride, which transformed a village eyesore into … a buzzing new community hub and produced 
a sustainable cultural landmark for generations of visitors to enjoy”. 
 
Gairloch Museum is an ambitious and expanding heritage and visitor attraction, with a strong 
community commitment. Our full-time Curator has professional responsibility for the conservation, 
care and development of our Collections and managerial responsibility for the displays, exhibitions, 
artefacts, library and archive, including ensuring appropriate access to our resources as a learning 
and research facility. We also employ three part-time Front-of-House Coordinators who manage the 
day-to-day running of the Museum as a landmark visitor attraction, including a quality retail offer, and 
support the volunteers on reception and room steward duties. One of these also ensures that our 
social media is a lively and current reflection of what the Museum offers. Our café, Am Bàrd, opened 
in May 2021 and is proving to be a great asset.  
 
The commitment of our volunteers is a strength. As well as their involvement in ensuring visitors 
enjoy their Museum tour, they lead walks, give talks, undertake research, contribute to all aspects of 
the operation of the organisation and run or support many of our workshop and outreach activities.  
 
Throughout 2021, we expanded the digital potential of our events and outreach programmes for the 
benefit of our community, members and visitors. We now wish to appoint a part-time (0.6f.t.e.) 
Events and Outreach Coordinator to ensure that the momentum achieved in 2021 continues into 
2022 and beyond. Thanks to funding support from the Communities Mental Health and Wellbeing 
Fund, a significant part of this role will focus on those within our community who face challenges, 
exacerbated for many by the Covid pandemic. Going forward, this post aims to support the mental 
health and wellbeing of our community and to reduce social isolation through activities and events. 
 
The job profile of responsibilities and key tasks provides an outline of the main aspects of the role, 
though should be seen as a flexible working document, adapted as circumstances change and 
opportunities arise. Although based at Gairloch Museum, remote working is envisaged whenever 
appropriate. 



Post specification 

 
 
Person specification 
 
KNOWLEDGE/EXPERIENCE 
 

Essential Desirable 

Relevant experience of coordinating and delivering a wide-ranging 
programme of events and activities in partnership with other community 
organisations 
 

√  

Proven experience of, and enthusiasm in, using a range of tools and 
techniques to plan, run and evaluate live and digital events 
 

√  

The capacity and skills to engage with diverse audiences, including in the 
fields of post-16 education and those facing challenging life 
circumstances, together with an understanding of the potential barriers  
to engagement 
 

√  

A track record of working with, developing and motivating volunteers  
 
 

√  

Responsible to The Curator and, through her, to the Board of Gairloch & District  
Heritage Company Ltd. 
 

Location Gairloch, Wester Ross. IV22 2BH  
 

Contract 12 month fixed term contract from early March 2022. 
3 days each week, flexible hours to include weekend and evening sessions 
on occasion. 
Rate of pay: £14,400 - pro-rata of £24K annual salary. 

 
Annual leave: pro rata of (full-time) 33 days each year, including statutory     
and local holidays, taken at times to be agreed with the Chairman/Curator. 
Necessary travel costs will be paid. 
 

Terms and 
conditions 

The post holder will work to the relevant Museum Policies and Guidance: 
1. Equality and Diversity 
2. Safeguarding 
3. Health and Safety, and Emergencies 
4. Environmental sustainability 
5. Personnel (Staff) 
and within the agreed Contract of Employment. 
 



SKILLS 
 

  

Self-motivated, with strong planning and organisational skills 
 

√  

Able to work to tight deadlines and to react positively to change and 
uncertainty 

√  

Possessing strong problem-solving capabilities 
 

√  

Good team worker, with excellent interpersonal skills 
 

√  

Excellent communication skills, confident and competent in engaging a 
diverse range of audiences  

√  

Able to work effectively with a range of community organisations √  

Desire and ability to work in a rural environment  
 

√  

 
JOB PROFILE 
 

Responsibilities Key Tasks 

 
1. To plan and deliver a     
realistic and flexible 
events and outreach 
programme (both in-
person and via digital 
media), making best use 
of the breadth of 
Museum resources and 
expertise  
 
 

 
❖ In collaboration with other staff and volunteers and our community 

partners, plan and coordinate a varied events and outreach 
programme, ongoing through the year, which will engage a range 
of audiences, both virtual and actual, particularly targeted at those 
experiencing challenging life circumstances and/or at risk of social 
isolation 

❖ Develop and utilise the Museum’s Activities Room and Am Bàrd 
café as  hubs for cross-community and intergenerational activities, 
particularly ‘out-of-season’ when other venues are closed 

❖ In partnership with West Highland College, Gairloch Aid and 
Mobility Services (GAMS) and other groups which support those 
facing challenges, organise and deliver a range of focussed 
projects, workshops, reminiscence sessions, skill-sharing and other 
activities, on-site and in other venues across the parish, which will 
improve mental health and well-being and reduce social isolation 

❖ Work towards removing barriers to participation, including 
organising transport and suitable venues to facilitate access for all   

❖ Liaise with the Curator, other staff and volunteers to exploit the 
potential of the collection and archives (including objects, old 
photographs, oral history recordings and Gaelic-language) to 
create content and resources which will engage a broad audience, 
both actual and virtual. 
 



 

 

 
2. To create digital 
content and resources for 
longer-term and broader 
audience engagement 

 
❖ Extend the digital content and resources available through online 

access, particularly via YouTube and the Museum’s website, including a 
Gaelic dimension 

❖ Liaising with school and college staff, both local and Highland-wide, to 
utilise existing and develop further digital resources which will support 
visits and/or extend the use of the Museum collections as part of 
‘remote learning’. 
 

 
3. To support staff,  
tutors and volunteers in 
developing their 
expertise in the live and 
digital field  

 
❖ Provide relevant induction, training and skill enhancement 

opportunities for the staff, tutors and volunteers involved across  
the range of community-focussed activities, supervising and/or 
supporting them where appropriate 

❖ Support and mentor students, interns, Foundation Apprentices 
and/or Duke of Edinburgh Award scheme placements in the 
creation of digital content  

❖ Maintain a log of training and support given. 
 

 
4. To develop and  
support links and liaison 
with heritage and 
learning partners 
 

 
❖ Establish and maintain good working relationships with Gairloch 

Museum’s stakeholders and partners within the heritage sphere, 
contributing to shared digital activities, including the 2022 
Highland Stories project 

❖ Support the submission of relevant funding applications in 
collaboration with others as appropriate  

❖ Implement, monitor and evaluate projects and events funded from 
successful applications. 
 

 
5. To support promotion 
of the digital Museum to 
attract new visitor 
segments  
 

 
❖ Support and mentor students, interns, Foundation Apprentices 

and/or Duke of Edinburgh Award scheme placements in the 
creation of digital content  

❖ Input into the development of a broader Museum marketing 
strategy which will promote the Museum to existing and new visitor 
segments  

❖ On occasion, contribute content for the Museum website, 
newsletter and social media accounts  

❖ Support, where appropriate, commercial and income-generating 
opportunities with respect to events, activities and exhibitions. 

 



 
APPLICATIONS 

 
If you require further information about Gairloch or the advertised position or would like to visit 

Gairloch Museum with a view to applying, please email curator@gairlochmuseum.org.  
 

Your application should include a covering letter outlining your experience and suitability for 
the post, Curriculum Vitae and the details of two referees. It should be submitted by email 

to: secretary@gairlochmuseum.org 
 

The closing date for applications is Monday 24 January 
Interviews are scheduled to be held in the week 31 January-4 February 

Only candidates invited to interview will be notified. 

 
6. To evaluate events, 
activities and digital 
content  
 

 
❖ Record attendance at events, reporting to the Curator and funders 
❖ In collaboration with our partners, monitor and evaluate events, 

activities and digital content ongoing to inform future programmes 
and to create a resource base which can be developed and 
extended as a legacy of this post. 
 

 
7. To inform and work 
with the Museum Board  

 
❖ Report to the Museum Board (in person or in writing, as 

appropriate), at least quarterly, providing account of current 
activities and relevant development issues  

❖ Contribute where appropriate to the work of Museum working 
groups such as the Exhibitions Planning Group and the 
Interpretation Team. 
 

 
8. To undertake 
development activities 
appropriate to the role 

 
❖ Attend training or collaborative sessions which contribute to the 

development of relevant skills, knowledge  and experience, as 
agreed with the Curator. 
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