
 
 
 
 
 

 
 

 

 

 

 

 

 

 

  

 

 

 

 

  

 

 

 

  

  

  

  

XT H E 

AL LACE 
COLLECTlON 

Collection Registrar 

(Full time, 2-year fixed term) 

THE WALLACE COLLECTION 

The Wallace Collection is an internationally outstanding collection which contains 

unsurpassed masterpieces of paintings, sculpture, furniture, arms and armour and 

porcelain. Built over the eighteenth and nineteenth centuries by the Marquesses of 

Hertford and Sir Richard Wallace, it is one of the finest and most celebrated 

collections in the world. 

So that it could be kept together and enjoyed by generations of visitors, the collection 

was given to the British Nation in 1897. It was an astonishing bequest and one of the 

greatest gifts of art works ever to be transferred into public ownership. Today, our job 

is to maintain, research, and inspire the public to love and understand the Collection. 

The museum is managed by the Director, Dr Xavier Bray, who reports to a board of 

Trustees appointed by the Prime Minister and is financed by a combination of grant-

in-aid from central government and self-generated income. 

Wallace Collection Strategic Priorities 

The Collection is committed to providing access to as wide a public as possible and 

to helping visitors engage with this diversity. Our goal is to create a place of 

understanding, cultural pluralism, curiosity and education. To do this, we plan to 

create a world-class visitor experience for all ages which stimulates engagement 

with our collection through a new programme of exhibitions, major gallery 

refurbishments and an enhanced and expanded digital presence. 

Salary 

£24,000 to £28,000 

Location 

The Wallace Collection, Hertford House, Manchester Square, London, W1U 3BN. 

OUR PRIORITIES ARE TO: 

• Broaden and deepen visitor engagement

• Maintain and preserve the Collection for future generations

• Support excellence in curatorial research



  

   

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
 

 
 

 
  

• Connect with new audiences through an enhanced digital presence

• Lay a strong financial foundation for the future

• Embark upon a capital investment programme to transform visitor experience

We aim to engage with and diversify our audience and currently attract over 450,000 

visitors a year to the museum. 

OVERALL PURPOSE AND ROLE 

We are looking for a committed and enthusiastic Collection Registrar from a registrar 

or collection management background, to lead primarily on a nascent Loans Out 

programme at the Wallace Collection. The job holder will also undertake collection 

management duties when applicable. The Collection Registrar will be responsible for 

leading, establishing, implementing and maintaining the highest standards of best 

practice for loans out, making sure condition reports, packing, travel arrangements, 

insurance and documentation are properly managed. 

You will work as part of the Wallace Collection’s Collection Care team and special 

project teams to ensure the timely delivery of the loan out programme and 

collections care management. 

You will need to have a flexible, pragmatic approach to work, be a keen problem 

solver, be proactive and confident working with colleagues across all levels of the 

institution. You will have excellent planning and organisational skills with the ability to 

work to tight deadlines, build and manage specialist teams, along with freelancers, 

resources, and prioritise correctly and in line with the wider goals of the Wallace 

Collection. 

You will need a commitment to change and continued improvement - the post holder 

will be required to shape this new role as the position and department develops. 

Responsibilities 

Loan Registration: 

- Coordinate all Registrar duties for national and international loans out from
the Collection.

- Coordinate the safe packing and transport for loans out from the collection in
line with the Wallace Collection’s Loans Out Policy.

- Ensure loans out from the Collection have sufficient insurance or Indemnity
cover in line with our Loans Out Policy and Loan Agreement.



 
 

 

  
 

  

 
 

 

 

 
  

 

  

 
 

  

 

  

  
 

  

   

 
 

 
  

 

 

 
  

 
 

 

  

- Scrutinize and evaluate all borrowers’ arrangements to ensure they meet the 
highest standards for national and international lending and our Conditions of 
Loan. 

- Assess borrowers’ security arrangements including facility reports, 
environmental and display conditions and showcases. 

- Responsible for the Registration of Long Loans In. 

- Take responsibility for any Loan Agreement or Loans Out Policy and 
Procedure updates when necessary. 

- Liaise as point person for loans out with the relevant teams at the DCMS, Arts 
Council England including the National Security Advisor and the Government 
Indemnity Scheme, where appropriate. 

- Lead on all necessary administration to complete the internal approval 
process for loans out (the Loan Recommendation and Approval process). 

- Co-chair the Loans Committee meeting and necessary meeting administration 
including writing and circulating the agenda and visual material, writing and 
circulating minutes, collating and writing papers for the Board of Trustees. 

- Working closely with the Directors’ Office and the Curatorial Department to 
lead the administration process for acknowledging new requests and initiating 
and accurately tracking the Loan Recommendation and Approval Process. 

- Complete successful loan negotiation with borrowers on all conditions of loan 
including estimating and notifying borrowers of costs they will incur including 
loan fees and conservation and art handling costs. 

- Work to meet best practice in line with our Due Diligence Policy and Immunity 
from Seizure where appropriate. 

- Work to Known Consignor regulations. 

- Arrange object packing and transport with fine art transport agents. 

- Work to The Spectrum Standard for documentation for loans out from the 
Collection. 

- Assign colleagues as couriers and courier training and guidance to colleagues 
and act as a courier on occasion when appropriate. 

- Coordinate all packing, transport, insurance/Indemnity and safe storage 
arrangements for works travelling off-site for conservation, research or 
analysis. 

- Schedule and consult with colleagues in Collection Care and Curatorial on the 
de-cant and reinstallation of loans out. 

- Liaise with our Photographer and Digital Assets Manager on new photography 
requirement and/or image licensing for loans out. 

- Communicate Loans Out activity to relevant colleagues across the Museum 
such as Learning, Development, Communications, Events, Security and 
Gallery Team. 



 
 

 

 

 

 
 

  
 

 
 

 

  
 

  
 

  
 

  
 

 

 

 
 

 

  

 

 

 

 

 

 

 

- Liaise with the Exhibition Department on any Wallace Collection works due for 
display in the Exhibition Galleries as part of the temporary exhibitions and 
displays programme. 

Collection Care 

- Work with in-house and freelance Conservators to obtain condition reports, 
fitness to travel reports and treatment proposals. 

- Working closely with the Curatorial Department, oversee any conservation 
treatment required to works in readiness for loan. 

- Manage the safe and secure storage arrangements for the Collection, both on 
and off-site. 

- Be responsible for implementing the documentation procedure for all internal 
and external object moves using the Collection’s CMS (Museum+) working 
closely with the Curatorial Department and Collection Care colleagues. Take 
overall responsibility for the Collection’s CMS (Museum+) functionality. 

- Contribute to discussions and decisions on when to use internal or external 
art handling resources for object moves and coordinate when allocated. 

- When identified as a priority, audit any documentation and cataloging 
backlogs. 

- On occasion may be required to support colleagues to oversee the safety of 
the Collection during events. 

- Proactively stay informed with current policy and emerging guidance across 
the sector via continued professional development and networks including the 
UKRG, the Collection Trust, The Museums Association, Head Registrars 
Group and the IAL). 

- Any other duties that may be reasonably required that are commensurate with 
the role. 

Key Relationships 

Curatorial Department 

Exhibitions and Displays Department 

Collection Care Department 

Reporting Structure 

Reporting to the Director (line management of this role may change in post as the 

structure of the Collection develops) 



  

 

 
  

  

  

 
 

  

  
 

 

 

 
 

 
 

 
 

  

 

  

 

   

   

   

 

  

   

  

 

 

  

Person Specification 

Knowledge and experience: 

- Degree level qualification in a relevant subject, or equivalent vocational 
experience. 

- Experience of working with Loans Out in a museum or gallery environment. 

- Experience of Museum Standards and relevant sector policy and procedure. 

- Understanding of collection care, object and art handling, and preventative 
conservation. 

- Experience of working with a CMS. 

- Strong comprehension of IT and data systems, willingness to learn new 
systems. 

Skills and Competencies: 

- Excellent accuracy, attention to detail with a highly organised and methodical 
approach. 

- Collaborative and supportive team working approach while striving to maintain 
best practice standards. 

- Willingness to take responsibility and provide solutions and positive 
outcomes. 

- Openness and good communicator. 

Salary, Benefits and Working Hours 

The Salary for this post is within the range of £24,000 to £28,000 per annum 

dependent on skills and experience. 

In addition, the post-holder will receive 25 days paid annual leave plus bank holidays 

and 2.5 ‘privilege’ days. Employees are also offered membership of an occupational 

pension scheme and after six months satisfactory service an interest free season ticket 

loan. 

For this post, the normal working week is a five day week, Monday to Friday. The 

normal working day will be 9am to 5pm. However, some flexibility will be expected as 

required by the responsibilities of the role and schedule. 

HOW TO APPLY 

Please complete the Application form, and the Equal Opportunities Monitoring form, 

following the links provided. Please note the equal opportunities form is used for 

monitoring purposes only and does not form part of the selection process. Both 

forms should be emailed to recruitment@wallacecollection.org by midnight Sunday 

07th November 2021. 

mailto:recruitment@wallacecollection.org


 

  

 

 

 

 

 

 

Please note late applications or applications via a CV will not be considered. 

Interviews for the role will take place on 22nd November 2021. Candidates who have 

been shortlisted for interview will be contacted after the closing date. Due to the 

large number of applications we receive, it will not be possible to contact or give 

feedback to candidates who have not been shortlisted for interview. 

Appointment to the role is subject to a satisfactory Basic Disclosure and 3 year pre-

employment check. 

The Wallace Collection is an equal opportunities employer and welcomes 

applications from all sections of the community. 


