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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE: 
            Community Engagement Officer (Archives)

SALARY: 
            £22,295 - £25,116



LOCATION: 
            Nucleus: The Nuclear and Caithness Archive, Wick 
RESPONSIBLE TO:
Caithness Archivist

JOB PURPOSE: 
To promote and increase access to the archive collections including the historic archives of Caithness.
 
To deliver an engaging and innovative programme of talks, exhibitions and learning resources in person, in hard copy and online.
                 
To support the delivery of excellent public-facing services at Nucleus, and the management of the historic archives of Caithness.
KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Developing and delivering an outreach and learning programme for schools, adult learners, casual visitors and other groups, including talks and exhibitions. 
2. Creating learning resources and interpretative packages of material, preparing exhibitions both in hard copy and online and organising events in support of the main outreach and learning programme.
3. Marketing of the archive’s activities (including the education and outreach programme), development of promotional literature and contributing to the online presence of Nucleus by active use of social media, in particular by contributing to Facebook, Twitter and web pages. 
4. Supporting the rest of the team in providing an excellent service to visitors to Nucleus, in person or remotely, by:
a. Providing cover in the public search room and reception desk as required
b. Answering remote enquiries by telephone and email as required.
5. Liaising with colleagues in other archives, museums and libraries within High Life Highland to ensure collaboration and co-operation as well as liaising with other local cultural heritage institutions, such as Caithness Horizons and members of the Caithness and Sutherland Visitor Attractions Group, etc.

6. Work with community groups, volunteers and with other local cultural heritage institutions to develop archive related projects, encouraging the understanding and preservation of archival resources, together with appropriate management and evaluation of these projects.

7. Identify funding opportunities to support and promote the outreach potential of the Nucleus collections, including grant applications, corporate liaison, partnership building and fundraising campaigns together with the Nuclear and Caithness Archivist and others as appropriate.

8. Deputising for the Nuclear and Caithness Archivist on occasion and providing line management to the Archive Assistants and Receptionist as required.

9. Undertaking and leading training, and supervising staff and volunteers, as required.

10. Assisting with routine archival tasks such as accessioning, cataloguing, etc.
11. Having regard to the implementation of appropriate Health and Safety measures particularly within public areas.
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:  March 2016
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE: 
Community Engagement Officer (Archives)


LOCATION: 
Nucleus: The Nuclear and Caithness Archive, Wick



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
· Good working knowledge of the Scottish education system and the Curriculum for Excellence.
· Experience of delivering talks and presentations.

· Experience of devising and delivering learning and outreach, museum education or similar 
2. EDUCATION AND QUALIFICATIONS

· Educated to degree level in a relevant subject and having 3 years’ experience of working in an archives/ museum studies and/or education environment.

3. SKILLS/ATTRIBUTES GENERAL

· Good ICT skills including use of social media.
· Access to personal transport and the ability to travel throughout the Highlands.
4. SKILLS/ABILITIES SPECIFIC TO THE POST

· Excellent research, writing and presentation skills.
· Understanding and appreciation of archives and cultural heritage.
5. INTERPERSONAL AND SOCIAL SKILLS

· The ability to work alone and as part of a team.

· Excellent interpersonal and communication skills in dealing with a range of audiences.
