
Planning Assistant  
 

Job Description  

Reporting to Director, Freud Museum London  

Based at Freud Museum London, 20 Maresfield Gardens, London, NW3 5SX  

Salary £23,500 pa  

This is a full time post, with some occasional evening work required. One year contract initially, but with the 

possibility of extension.  

 

Application via post (address above) or email to Director Carol Seigel, carol@freud.org.uk, including CV and a 

covering letter outlining suitability for the job and why you are applying.  

 

Closing date for applications: Monday 22 October 2018 at 5pm 

Interviews will be held in the week beginning Monday 29 October 2018 

Job to commence week beginning November 12th, or as soon after as possible. 

Availability for handover week beginning November 12th 2018 would be useful. 

 

The Opportunity 

The Freud Museum London is looking to hire a Planning Assistant to support the Development Project Team. This 

role also includes Personal Assistant duties for the Museum’s Director, with an approximate 50/50% split between 

duties. This is an excellent opportunity to gain first-hand experience working on an ambitious museum development 

project and by supporting the Director to learn about the inner workings of a small but very busy museum.  The 

chosen candidate will develop their organisation and planning skills and play a key role in implementing positive 

change as part of the development project.  This is a new role and so to some extent can be shaped by the post-

holder. 

 

The Role 

 Administrative duties relating to the Development Project, reporting to the Director and Curator, including 

but not limited to: 

o Submitting and monitoring funding applications  

o Monitoring and updating development project schedules and budgets 

o Conducting research to support the aims and objectives of the development project  

o Assisting the Curator with admin and research relating to the interpretation and curatorial elements 

of the project 

o Progress reporting  

o Attending meetings and taking minutes   

o Being an ambassador for the project and also for the museum  

o Very occasional tours or talks relating to the development project for external parties  

 Personal Assistant duties for the Director, including: 

o Managing the Director’s diary 

o Organising and preparing for meetings as and when requested 

o Liaising with a range of people, internally and externally, including trustees and stakeholders 

o Attending meetings and taking minutes 

o Monitoring visitor feedback and reporting key findings  

o Assisting with research as and when requested  

o Attending occasional evening events or meetings 

 

 

 



Skills, Knowledge and Experience  

 Educated to degree level or above or significant relevant work experience 

 Good organisational, time management and prioritisation skills 

 Ability to meet deadlines, handle competing priorities and adapt to changing priorities 

 Good attention to detail and excellent written and verbal communication skills 

 Confident, enthusiastic, hard-working and a committed team player 

 Tact, discretion and understanding of need for confidentiality  

 Ability to follow internal procedures and processes and adapt to new systems and processes quickly 

 Good knowledge of Microsoft Office 9 and Excel 

 Some prior experience in an office environment preferable  

 Some prior experience in a museum environment preferable 

 Active interest in museums, and sympathetic to the work of the Freud Museum London 

 

Background Information  

The Freud Museum London is an extraordinary, atmospheric place, quietly located in a residential side street in 

North London.  

 

20 Maresfield Gardens was the last home of Sigmund Freud (1856-1939), the founder of psychoanalysis. The 

Museum houses all the books, objects and furniture which Freud brought with him when he was forced to leave 

Austria following its annexation by Nazi Germany in 1938. It also houses the personal possessions of Freud’s 

daughter Anna, herself a prominent child psychoanalyst, who lived in the house until her death in 1982.  

 

Thanks to arrangements made by Anna Freud before her death, the house has been a Museum since 1986. The 

Museum offers visitors the chance to experience Freud’s home and in particular his study, containing the original 

psychoanalytic couch, his desk, library and collection of over 2000 antiquities. 

 

As an independent charity the museum receives no government funds, but generates the majority of its income 

through its own successful and wide ranging activities - admissions, events, retail sales, private hire - and the balance 

through donations and grants. 

 

The Museum has developed an international reputation for its contemporary art exhibitions, innovative education 

and public programmes, and also for research and publications, thanks to its significant archives and photo library. 

Recent artists to exhibit at the Freud Museum include Louise Bourgeois, Gavin Turk, Mark Wallinger and Bharti Kher. 

The collections and archives are a focus for scholarship in the history of psychoanalysis and also archaeology, art 

history and cultural studies. 

 

The activities and reach of the museum have grown hugely in the last ten years, with visitor numbers and the public 

programme more than doubling in this period. Current visitor figures are about 30,000 a year, with approximately 

half from overseas. 

 

Besides containing Sigmund Freud’s study, library, archives and collection of antiquities, the Museum runs an 

extensive public programme of events, exhibitions, schools sessions and conferences exploring psychoanalysis. 

Visitor numbers have risen consistently, and the Museum attracts an international audience and reputation. It is 

now on the cusp of further change and development. 

 

Further information on the Museum can be found at www.freud.org.uk 

 

 

 

http://www.freud.org.uk/


Freud Museum Development Project 

 

Over the past few years the museum has seen higher numbers of visitors than ever before. Despite this popularity, 

and with changes to the economic climate, forecasts indicate that over the coming years we will struggle to meet the 

needs of our visitors and protecting the legacy of the museum will become significantly harder - our heritage is at 

risk.  

 

Over the past two years we have been investigating options for strategic development. Our chosen plan will see 

essential conservation work undertaken on the archive, collections, and to the building in general, see accessibility 

and visitor facilities improved, and aim to create more space and options for talks, conferences, events, and of 

course contemporary exhibitions.  

 

Over the coming year we will begin the exciting first phase of this project, focussing on new interpretation in the 

existing museum galleries. The museum is home to an extensive collection, with 2,500 artefacts belonging to Freud 

and on display in the study alone - as any visitor to the museum will know, 20 Maresfield Gardens is a real treasure 

trove. The interpretation phase of the development project aims to better exploit our rich resources. The museum 

also holds archival material related to both Sigmund and Anna Freud. Our aim with new interpretation is to ensure 

that we provide an accessible and inspirational experience for all visitors, regardless of their prior level of knowledge 

about Freud or indeed psychoanalysis.  

 

2019 will begin with planning applications to help fund the work we hope to undertake as part of the new 

interpretation phase, with work tentatively scheduled to begin towards the end of the year. At the same time, 

planning and research will continue for the second phase of the project, with planning applications, community 

consultation and an architect tender competition as we move towards our goal of adding an extension to the side of 

the existing building.  The extension, assuming it is deemed feasible and all plans are approved, will include a lift, 

disabled toilet facilities and a new space for conferences and events. The museum has a highly-regarded conference 

and events programme, and the new space for events such as these in particular will allow us to expand upon our 

current offer.  

 

We aim to complete all stages of the development project within the next five years. 

 

 


