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                       TETIANA KRYVORUCHKO
Birmingham, UK  |  +44 7392 954946  |  takriskaypro@gmail.com
Target role: Facilities and Collections Access Assistant, Culture Coventry (CCT097)
                                                PROFESSIONAL PROFILE
Organised and adaptable professional with over seven years of experience in film and television production, including complex scheduling, logistics, team coordination and documentation. Currently developing skills in archaeology and cultural heritage through independent historical research, archival study and specialist learning. Interested in applying transferable operational skills while gaining direct experience of museum collections, their storage, care and documentation.
                                                            KEY SKILLS
Planning and scheduling  •  Logistics and operational coordination  •  Accurate records and reporting  •  Teamwork and stakeholder communication  •  Practical problem-solving  •  Independent research  •  Microsoft Office and Google Workspace
                        RELEVANT HERITAGE & ARCHAEOLOGICAL EXPERIENCE
Independent Historic Landscape Research, Glasshampton, Worcestershire, 2026
Recorded historic structures and landscape features through photography, field notes and location records; compared observations with historical maps and documentary sources.
Independent Archival Research, Howard Carter Archive materials, 2026 - Present
Began independent research using historical archive materials associated with the Griffith Institute, Oxford. Research remains in progress.
Archaeological Geophysical Survey, Uley, Gloucestershire, 16 October 2026
Fieldwork scheduled for 16 October 2026; participation and specific activities to be verified after the event.
                                              PROFESSIONAL EXPERIENCE
CEO, Great People, April 2026 - Present
Responsible for company management, development and promotion strategy, partnerships, and planning and delivery of events.
Project and Event Collaboration, Great People, 2025 - March 2026
Supported project and event coordination, including participants, partners and operational arrangements.
Founder & Event Producer, Libellé Luxe, 2024 - 2026
Developed and organised events, coordinating venues, partners, logistics and participant communication. Project concluded in 2026.
Second Assistant Director / Casting Roles, Film & Television, Ukraine, 2017 - 2023
Prepared production estimates and filming schedules; coordinated actors, locations, movements and breaks; maintained reports and supported casting and production operations.
Cinema Host / Customer Service, ODEON Cinemas, UK, 2023 - 2025
Supported daily venue operations and responded to customer needs in a busy public-facing environment.
                                         EDUCATION & PROFESSIONAL DEVELOPMENT
University of Wales Trinity Saint David, Business Skills for the Workplace, Level 4, In progress
University “Ukraine”, Management studies, 2001 - 2004
Egypt Exploration Society, Member, lectures and Egyptology study, 2026 - Present
Inter TV Channel, Kyiv, Film & Television Production Training, 2018
                                                              LANGUAGES
Ukrainian - Native, Russian - Fluent, English - Professional working proficiency, Italian - Basic










                                                           COVER LETTER
Tetiana Kryvoruchko
 Birmingham, UK
takriskaypro@gmail.com
+44 7392 954946

6 October 2026

Recruitment Team
Culture Coventry Trust / CV Life
Herbert Art Gallery & Museum, Jordan Well
Coventry CV1 5QP

Re: Facilities and Collections Access Assistant (CCT097)

Dear Recruitment Team,

I am writing to express my interest in the Facilities and Collections Access Assistant position at Culture Coventry. I am currently developing my knowledge and practical experience in archaeology and cultural heritage, and I am particularly interested in understanding how historical objects are documented, stored, protected and made accessible for future generations.

My professional background includes over seven years in film and television production, where I worked in scheduling, logistics, casting and team coordination. My responsibilities included preparing production estimates, organising filming schedules, coordinating people and locations, and maintaining operational reports. Since April 2026, I have also been CEO of Great People, with responsibility for company strategy, partnerships and event organisation. These experiences have strengthened my organisational skills, attention to detail and ability to respond to changing operational requirements.

I understand that this role involves supporting the relocation of museum collections to a new Collections Centre, including object handling, packing, storage and documentation. I believe my experience coordinating complex operations and maintaining accurate records would be transferable to this work. I would welcome the opportunity to develop specialist skills in safe collections handling and storage, following established procedures and guidance from experienced colleagues.
Alongside my professional work, I have been developing my interest in cultural heritage through independent historical landscape research in Worcestershire, archival research using Howard Carter Archive materials, and Egyptology studies. These activities have strengthened my interest in the practical responsibilities involved in preserving historical evidence.
I would welcome the opportunity to contribute my organisational experience, willingness to learn and commitment to careful working practices to the Culture Coventry team. Thank you for considering my application. I look forward to the opportunity to discuss my suitability for the position.

Yours faithfully,

Tetiana Kryvoruchko
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Facilities and Collections
Access Assistant (Fixed
Term)

Reference Number: CCT097
Closing Date: 9th October 2026

Location: Mult Site

Hours: 20 Hours

Rate of Pay: NMW/NLW

We are looking for a Facllties and Collections Access Assistant to support the move of Culture
Coventry's collections currently In offste storage to a new Collections Centre In Coventry's
former lkea bullding. Culture Coventry operates the Herbert At Gallery & Museurn and Coventry
Transport Museum, as well as two oftsite stores. Working as part of the busy Collections team,
the role will involve supporting logistics and access around the preparation and movement of
collections, supporting the day-to-day running and facillies management of o offite collection
stores and working with the Facities and Collections teams to implement Health and Safety
procedures required for working onsite. The main focus of the role willbe at the store where the.
Transport and large Soclal and Industrial History collections are held however the postholder will
have the opportunity to work across sites.

We are looking for a self-motivated team player with:
« Excellent planning and organisational skils
-« strong practical and manual handiing skills, including ability o use lfting and moving
equipment
« Knowledge of the health and safety considerations for working in @ warehouse environment
« An interest in working with hertage collections
This Is 2 fixed term contract, working 20 hours per week, which wil end on 25 May 2027.
Proposed interview date 19" October 2026
‘Apply today and join our team!

GV Life is committed to safeguarding and promoting the welfare of children and vulnerable
adults and expects al staff and volunteers to share this commitment.

Job Description

Reporting to: Colections Manager

Responsible for: Supervision of volunteers, contractors

Scope

Coventry Sports Foundation and Culture Coventry are Independent organisations who work
collaboratively through CV Life, so that this Job Description as a CV Life document extends to
cover the employment contracts held with either Culture Coventry Trust or Covenry Sports
Foundation.
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Overall purpose and objective of the role

« To support the day.-to-day running and faciities management of our offste collection stores
with particular focus ot the store where the Transport and Social and Industrial History.
collections ar held.

« Working with the Facilties and Collections teams to implement Health and Safety
procedures required for working onsit.

« To supervise contractors and volunteers ensuring safe working practices are adhered to.

+ To support the move of Culture Coventry’s collections currently in oftsite storage to the
new Colections Cantre In Coventry's former Ikea bullding, including supporting, logistics
and access around the preparation and movement of collections.

« To work across all CV Life cultural vonues as requred.

Main duties of the rol
1. o maintain appropriste heath and safty standards throughout,ensuring safe working
pracices are ollowed:
2.To dentit and order equipment and PPE as approprate, Including llsing with confractors
3.To act s a key pont of contact with contractrs wriing on the colscton move, nclucing
faciltatng access to the offit stores.
4.To support the preperation of colletions to move tothe Collections Cene, which incudes
audt, cieaning, packing and movemen.
5.To support the team in accessing calections, nvoNing use offing and moving squipment
Inclucing operation of  orkift palet trucks et for which ull roining wil be give.
6.0 supportthe planning and delivery of the ranster of colectons tothe Collectons Centre,
ensuing that proper standards of care are maintaned.
7.To ensure that collections are stored i an organised, efficient an appropriate manner in
the new Collectons Centre
8.To supervise volunteers working onthe move to the Collectons Cenire, ensuring they o
ully briefed on thei roles and responlbilties and monitoring thelr performance.
9.To assstthe colectons team Inthe collection and monioring of performance Indicators
and stasic rleting t the move o the Collections Centre,
10, o work with marketing staff o promote the colections and the move to Collectins Centre
11.T0 act a5 part of the response team fo Culture Coventry’s Emergency Response Pln.

“This Job description s nether exhaustive nor exclusive and may be reviewed and updated
depending upon operational requirements and staffing levels.

Responsibilities for all employees

« To embrace and lead by example on the Company's key values of PRIDE, PASSION and
PURPOSE o those that might at any time be subsequentl re-defined.

« To support the Company's commitment to providing a safe environment or children, young
people and vulnerable aduts, ensuring awareness of the Company's Safeguarding Policy,
Procedures and Practice Guidance, and to be vigilant, reporting any safeguarding concerns
without delay.

« To undertake allduties and fully comply with all of the Company's ger
those relating to the specific requirements of the fol.

« To take care of their own heaith and safety and that of others who may be affected by their
actions at work, and to co-operate with health and safety matters to help everyone meet
their legal requirements.

+ To co-operate with managers and colleagues to ensure environmental responsibilties are
complied with

« To carry out tasks at a range of sites that are elther operated or managed by the Companes.
/Trusts or where services are delivered by the Companies / Trusts.

= To be involved in any aspects or opportunities for sharing of Good practice, expertise and
responsibities within the Companies / Trusts. To generally help promote the work and
public image of the Companies / Trusts, always maintaining high standards of customer
service and personal appearance.

« To attend and fully engage with al internal trining and development requirements and
‘opportunities, and maintain such qualfications as required by the demands of the role.

« To nteract positively with customers adopting a frlencly and professional approach at al
times.

« To comply with the General Data Protection Regulations when dealing with, maintaining,
sharing and storing Information.

« To undertake other duties as specifled, which are appropriate to the qualifications,
‘experience and general level of the post.

ral standards and





image3.png
Person Specitication

Essentlal Personal Attributes

+ Good practical and manual handiing skills

+ Good problem solving skills

+ Good communication skils both written and verbal

+ Good teamworking skils

+ Abillty to work Independently and on own Infiative

« Logical and thorough with attention to detail

+ Good planning and organisational skl

« Aflexible approach to work and willgness and ability to work outside standard hours on
occasion

Essential Knowledge and Experience

+ Knowledge and understanding of Health and Safety practices (IOSH) applicable to working
in @ warehouse type environment with heritage collections

+ Knowledge of the health and safety considerations for working with industial collections or
similar items in @ warehouse environment

« Experience of day-to-day management of a facity or bullding in which collections are
housed

« Experience of working with collections in a museum or heritage context, inclucing object
handiing

« Experience of supervising volunteers

+ Good all round ICT skills

 AGCSE or equivalent in English and Maths.

Essential Special Skills

« Abilty o operate forkiit and use lifing or moving equipment or willngness to learn (iraining
tobe provided)

‘Specal Circum:

« Awillingness to on occasion work outside of usual working hours

I you have any enquires, please contact our Human Resources Team by emailing
recruitmentacviife.co.uk

Jab Title Faciitis and Collections Access Assistant (Fixed Tem)
Job Reference Number ccTog7
Closing Date 9ih Oclober 2026

Department Collections

Location MuliSite

Hours 20 Howrs

NLWNMWY,

Benefits

« Greal development opportunities.
» FREE health and filness membership: ™

« FREE health and flness membership for a amily member o fiend” *
« FREE uniform for applicable roles

« FREE waining for applicable roles

+ DISCOUNTS on various Centre activiles®

« FREE entry 1o venues*

+ Access tothe fll range of CV Life Employes Benefis & Disconts

(not appicable to casual workers]

he two beneflis combined can be worth £1000)




