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	Job title  
	Archivist 

	School / department 
	Library Services 

	Grade
	5

	Line manager 
	Head of Academic Support

	Responsible for
	n/a

	

	Main purpose of the job

	
The post holder manages UWL’s Archives, including the Heathrow Archive and Ruskin College Archive through key tasks including cataloguing, assessing preservation needs, outreach, integration into teaching and research and managing the Archives enquiry service.

The post holder also leads in the identification of future suitable archives that fit with the University’s Strategy.


	

	Key areas of responsibility

	
1. Inventory and catalogue items to current archival standards to ensure items are discoverable and accessible to students, researchers and the general public.
2. Assess the preservation needs of physical and digital archival items and where required, arrange specialist conservation work.
3. Carry out research into the history of material within the archives to aid supporting researchers’ enquiries and facilitate promotion of Archives.
4. Manage storage of items within the archives, including consideration of environmental conditions, security and risk management.
5. Lead on identification of new material for future inclusion in the archives and assess potential donations for relevance and suitability. This includes, supported by colleagues, negotiation with internal and external parties and stakeholders, writing bids and business cases and external funding applications as well as creation of oral histories.
6. Identify archival material suitable for digitisation and manage the process of digitisation and storage of digital items.



7. Manage the Archives enquiry service to ensure students, researchers and the general public can access the archive collections.

8. Engage UWL’s community with the archive and work with colleagues to embed the archive into taught modules and research activities. Design, and deliver classes to students on using archival material.
9. Promote and market UWL Archives and the permanent exhibitions and through displays, exhibitions, online and outreach activities.
10. Develop and review archival policies, procedures and standards for the Archive in line with relevant legislation and sector best practices.
11. Ensure both physical and digital archives are managed and operated in compliance with UWL policies, standards and regulations.
12. Maintain consistency with the profession’s code of ethics and embed them into working practices.
13. Train Library Services and University staff on the archive’s material and procedures.
14. Maintain a high level of continuing professional development to ensure up-to-date knowledge. Contribute to the professional body of knowledge, including through publications and presentations at conferences and other CPD activities.
15. Contribute actively to the sharing of knowledge and best practice within Library Services.
In addition to the above areas of responsibility the post-holder may be required to undertake any other reasonable duties relating to the broad scope of the position, commensurate with the post, and in support of the University.
                                   

	Dimensions / background information 

	The post will be split in time between the UWL Ealing campus and Ruskin College, Oxford. Although based at these two sites, the post holder is required to work at any of the University sites as necessary.

Working hours will be calculated on an annualised hours basis 



	
	
	




[image: C:\Users\westkev\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\Y1OZ0BEL\UWL+Career University_CMYK (2).jpg]
Person Specification
	Criteria
	Essential 
	Desirable

	
Qualifications and/or membership of professional bodies
	First degree or equivalent experience.

Postgraduate qualification in Archival Studies or equivalent experience.

	Membership of an appropriate professional body.

	
Knowledge and experience
	Experience of working in an archive, either in a solo role or as part of a team.

Experience and knowledge of archival cataloguing to professional standards.

Experience of providing enquiry support services.

Experience of managing the storage of archival items.

Experience of promoting archive collections using different channels, including social media, exhibitions and displays.

Knowledge of archival policies, principles, procedures, terminology, standards, data protection and other relevant legislation.

Knowledge of professional standards for preservation, conservation and handling of archival material.

Knowledge of relevant professional codes of ethics and experience of embedding them into working practices.

	Knowledge of preparing funding bids, business cases and grant applications.

Knowledge of outreach programmes for archives, internally to organisation or externally.

Experience of the process of digitising archival collections.

Experience of designing and delivering classes to students on using archival materials.

Experience of appraising donations to an archive for suitability.
  

	
General skills
	Ability to work independently and as part of an effective team. 

Excellent IT skills, including the ability to manage born-digital archival items and archive management systems.

High standards of written and oral communication, including policy and procedural documents.

Ability to prioritise work to meet required deadlines and standards.

Excellent interpersonal skills to develop effective working relationships with University and external stakeholders.

Excellent negotiating and influencing skills.

Ability to innovate and apply lateral thinking to solve problems.

Self-awareness and commitment to reflective practice, especially relating to interpersonal skills.

	Presentation skills to deliver training to different audiences.

Project management skills.



	
Other
	A commitment to meeting user needs and a proactive, positive approach to service development.

Evidence of continuing professional development and keeping up-to-date.

	

	Disclosure and Barring Scheme
	This post does not require a DBS check
	Essential Criteria are those, without which, a candidate would not be able to do the job. Applicants who have not clearly demonstrated in their application that they possess the essential requirements will normally be rejected at the shortlisting stage.

Desirable Criteria are those that would be useful for the post holder to possess and will be considered when more than one applicant meets the essential requirements.
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