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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:


Archivist


SALARY: 


£25,808 - £29,084


LOCATION:


Highland Archive and Registration Centre, Inverness

RESPONSIBLE TO:

Senior Archivist
JOB PURPOSE:
To support the Senior Archivist in all aspects of collections management in respect of archival collections held and to assist the Senior Archivist in the provision of a high quality public service at the Highland Archive and Registration Centre.

KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. To participate in the development of the Hub and Spokes Strategy for Archives, in particular to take a pro-active approach to the development of the Archive Hub in Inverness.
2. To negotiate with depositors and donors of archives, and to undertake surveys of records.
3. To receive and process archive collections, including born digital records, and participate in planned programmes of listing to internationally recognised standards using CALM software, ensuring the availability of catalogues in hard copy and on-line.

4. To supervise the public searchroom having regard to the implementation of security arrangements to ensure the physical and intellectual protection of archives requested by the public.
5. To respond to enquiries from members of the public in person, on the telephone, by post and email.
6. To publicise the work of the Archive Service through exhibitions, talks, publications, social media and other means. 
7. To line manage four Archive Assistants based at the Highland Archive and Registration Centre.
8. To manage and recruit Archive volunteers and devise work programmes accordingly.

9. To liaise with the staff of the Archive Conservation Unit to identify documents in need of intrusive conservation and to prioritise these.
10. To work with Records Management staff to ensure the continued development of archive collections.

11. To liaise with the Community Engagement Officer with regard to educational activities and visits to the Archive Centre.
12. To liaise with the Family Historian regarding requests for genealogical research.
13. To provide regular cover at Lochaber Archive Centre and the other Area Archive Centres as required.
14. To have regard to the implementation of appropriate Health and Safety measures particularly within repository premises and public areas.
15. The post holder must be prepared to work flexibly and outside normal office hours.
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:
 October 2017
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:
Archivist



LOCATION:
Highland Archive & Registration Centre, Inverness



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 
· Experience of working in a busy archive service.
· Experience of managing staff and volunteers.

· Experience of working with the public.
· Extensive experience of cataloguing to internationally recognised standards and the use of related software such as CALM.
· Experience of working with a wide variety of stakeholders.
2. EDUCATION AND QUALIFICATIONS

· Hold a recognised postgraduate qualification in archive and records management and be a member of the Archives and Records Association.
3. SKILLS/ATTRIBUTES GENERAL

· Good organisational and negotiating skills.
· Good communication and presentation skills.
· The ability to engage with, supervise as required, and motivate colleagues, volunteers or others.
· Holder of a full driving licence with access to a vehicle or ability to provide personal transport.
· The ability to implement appropriate Health and Safety requirements.

4. SKILLS/ABILITIES SPECIFIC TO THE POST

· Good ICT skills and familiarity with current archive cataloguing standards.
· The vision to assist in the development of the Highland Archive Centre as an integrated part of the Highland-wide Hub and Spokes Strategy for Archives.
· The ability to oversee the day to day operation of the public service.
· To ability to work to tight deadlines and answer complex enquiries.
· A sound understanding of the Scottish archive sector and the legislation pertaining to it.
5. INTERPERSONAL AND SOCIAL SKILLS

· The ability to manage paraprofessional staff, and manage their training.
· The ability to work alone and as part of a team.
· An engaging, confident communicator with colleagues, volunteers, readers and others.

