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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:

Archive Assistant (Records)
SALARY: 

£17,053 - £19,201

LOCATION:

Highland Archive Centre, Bught Road, Inverness

RESPONSIBLE TO:
Records Manager

JOB PURPOSE:
To support the Records Manager in the operation and development of the Records Management Service, based in the Highland Archive Centre, Inverness, and with travel between other offices as required.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To assist in the supervision and day to day operation of the Records Centre.
2. To provide a records retrieval service to High Life Highland and Highland Council officers.
3. To answer enquiries and conduct searches for High Life Highland and Highland Council officers.
4. To log accessions of High Life Highland and Highland Council records on the Records Management system.

5. To assist in surveying and collecting records held at High Life Highland and Highland Council premises across the Highland area.

6. To assist in implementing retention schedules, and in the secure disposal of confidential records.

7. Under the direction of the Records Manager, to respond to requests for information under the Freedom of Information (Scotland) Act 2002.

Other Duties:

You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date:
 18 March 2016
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:

Archive Assistant (Records)
LOCATION:

Highland Archive Centre

ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:-
1. EXPERIENCE 
· An understanding of the functions of local government.
· Experience of administrative work.
2. EDUCATION AND QUALIFICATIONS

· Good standard of education – 5 Standard Grades (or equivalent).
3. SKILLS/ATTRIBUTES GENERAL

· The ability to communicate clearly and to respond to urgent enquiries.

· The ability to work accurately and give attention to detail.

· The ability to work in unsupervised situations.

· The ability to work flexibly. 
4. SKILLS/ABILITIES SPECIFIC TO THE POST

· The ability to respond to FOI enquiries in a timely and appropriate manner.
· The ability to handle sensitive records with confidentiality and discretion.

· Good ICT skills and the willingness to use dedicated Records Management software.

· The ability to lift and handle loaded storage boxes.

· A driver’s licence to assist in moving records between offices.

5. INTERPERSONAL AND SOCIAL SKILLS

· Good interpersonal skills.
· The ability to work as part of a team.
