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REQUEST FOR EVALUATION OF NEW/VACANT ROLE

	Professional Services Division / Faculty / School:
	Library Services/Cultural Collections

	Business Process area:
(Education and Students, Wellbeing, Marketing, IT)
	Education and Students

	Divisional Head’s / Faculty Manager’s / School Manager’s Declaration:
(where applicable)
	“I confirm I agree with the requirement for evaluation and the content of the job description.”  ☐(check box)

Name(s):

	
	

	Job Title (Current):
	Audio Visual Digitisation Officer

	Job Category: (select from drop down)
	Administrative & Professional Services
	Reason for establishing new role or changes to vacant role:

	Move from project specific to generic description

	If vacant role, please state the name of the previous role-holder:
	

	Anticipated Grade:
	G

	NOW SEND THIS FORM AND THE NEW JOB DESCRIPTION TEMPLATE BY E-MAIL TO THE RELEVANT FACULTY / DIVISIONAL HUMAN RESOURCES BUSINESS PARTNER

	For HR Use Only

	Date received:
	

	Does the role fit appropriately within the Divisional / Faculty / School structure?
	☐ YES   ☐ NO

	Does the role overlap with any other service area outside of the existing Professional Services Divisional / Faculty / School structure? 
	☐ YES   ☐ NO 

	Can the JD be used as a generic?
	☐ YES   ☐ NO

	Have the grade descriptors (where appropriate) been used?
	☐ YES   ☐ NO   ☐ N/A

	Are there any professional registrations required for this role? (If yes, please specify here for JD upload to repository)
	

	Is the JD well-structured and coherent?
	☐ YES   ☐ NO

	Is a DBS check required for this role? (Add here for JD upload to repository)
	Choose an item.
	Is a pre-employment health check required?
	☐ YES   ☐ NO

	Can the grade expectation be met?
(Know How check completed?)
	☐ YES   ☐ NO

	Name of Role Expert to attend the panel (where deemed necessary by the HRBP):
	

	Where appropriate, any contextual information for the Technical Adviser:
	

	Confirmed job description template ready for evaluation:
	☐ YES   ☐ NO

	HR Business Partner:
	

	Date:
	

	Please remove all comments from the job description:  
Within Microsoft Word go to Review > Delete > Delete all comments in document
Then forward to: 
reward-team@bristol.ac.uk
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<Audiovisual Digitisation Officer >
JOB DESCRIPTION 

Faculty / School or Division: School of 
Faculty/School or Division Address:   

	Job Family:
	Professional & Administrative Services
	Grade:  
	G
	Salary range:
	£30,505 - £34,866

	Hours of work:
	35 hours
	Contract type:
	Open Ended

	Work pattern:
	Mon – Fri (full time)
	Vacancy Reference Number:




Main Job Purpose (a short paragraph of 2-3 sentences) 

The Audiovisual Digitisation Officer undertakes the migration of audiovisual content in both analogue and digital formats, held on magnetic tape, optical disc and other external media, in order that content can be preserved in line with current archival standards and made widely accessible.  The post-holder will also be expected to keep accurate information consisting primarily of technical metadata.

Standard Responsibilities (10-12 bullet points)

· Where possible, make playable media which has been deteriorated by age or otherwise damaged, maintaining logs of all media which is not playable
· Create surrogate audiovisual digital files from content held on a wide variety of external analogue and digital media, for both preservation and access purposes
· Report any material that might have legal or ethical implications, because of challenging content for example, to line managers
· Following in-house digitisation workflows, maintain strict digital file-naming conventions and file structures, recording detailed technical and descriptive metadata to prescribed standards (liaising with content creators/donors to gather relevant technical information/metadata where necessary) in order to prepare migrated files for ingest into Digital Preservation Systems
· Use moving image and sound/audio software to prepare documentation for viewing and/or restore/enhance content that is of poor quality, or has become degraded
· Contribute to proposals to solve technical issues and provide improvements to workflows and the implementation of in-house digitisation standards as they relate to audiovisual digitisation, seeking advice from internal and external contacts as needed
· Contribute to the preparation of reports, blog posts, social media, presentations etc. as required
· Plan and prioritise work activities to meet work objectives and deadlines, adopting an independent and flexible approach to ensure the timely supply of digitised content for cataloguing and ingest
· Provide technical support and liaison as required, using professional knowledge and experience to advise on enquiries and requests relating to audiovisual digitisation received both internally and externally 
· Where necessary, liaise with commercial film, media, design and digitisation service providers to ensure the digitisation of formats which cannot be carried out in-house is undertaken following technical and archival standards and specifications
· Provide occasional support and guidance within area of expertise, for volunteers and other staff undertaking simple tasks, providing feedback as required
· Develop a network of external contacts and organisations to support work activities, keeping knowledge and skills up to date within a fast-moving technical environment through, for example, active participation in online forums and training events


1.2.1	Additional Responsibilities (if applicable)

Relationships 

Line manager: Head of Theatre Collection 

Line manager to (where appropriate):  N/A

Job Hazards and Pre-employment Checks

Please include details of what pre-employment checks the role requires eg health screening and DBS. (Please refer to the guidance notes at: http://www.bristol.ac.uk/hr/resourcing/practicalguidance/appointment/checks.html)


The following duties are an intrinsic part of the role and any offer of employment will be conditional upon satisfactory health screening by the University Occupational Health Service:
· Mould cleaning
· Working at Height





PERSON SPECIFICATION

Standard Skills, Knowledge & Experience Required 
	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O

	A vocational/professional qualification/apprenticeship in audiovisual technology, engineering or production and/or significant knowledge and practical experience of working with digital audiovisual content
	x
	
	A/I

	Experience of digitisation projects within an archive/museum/higher education/library environment 
	
	x
	A/I

	Excellent knowledge of digitisation standards for the preservation of audiovisual content
	x
	
	A/I

	Practical understanding of digitisation workflows – including asset management, sound & colour management and quality control
	x
	
	A/I

	Experience of following established procedures for recording metadata and file naming
	x
	
	A/I

	Significant knowledge, skills and experience of working with spreadsheets and databases, including Microsoft Excel, maintaining meticulous, accurate records and consistent attention to detail
	x
	
	A/I

	Awareness of copyright and IPR legislation
	
	x
	A/I

	Knowledge of conservation procedures relating to audiovisual content, e.g. cleaning of magnetic tape, and a basic knowledge of the mechanics of obsolete video equipment, relevant to servicing requirements etc. 
	x
	
	A/I

	Knowledge of preservation techniques e.g. freezer storage of materials
	
	x
	A/I

	Ability to work independently and as part of a team
	x
	
	A/I

	Excellent interpersonal skills, both verbal and written
	x
	
	A/I

	Ability to handle archive content of a challenging nature sensitively and discreetly/confidentially
	x
	
	A/I

	[bookmark: _Hlk3993790]Willingness to fetch and carry boxes of archival material
	x
	
	A/I

	Willingness to keep up-to-date with new and emerging issues and developments in audiovisual digitisation 
	x
	
	A/I



Additional Skills, Knowledge & Experience (if applicable)
	Criteria
	Essential
	Desirable
	Assessed By A/I/T/O

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




A – Application Form
I – Interview
T – Test or Scenario
O – Other e.g. presentation, focus group


FOR JOB EVALUATION PURPOSES ONLY

3.1 Typical Work Activities (across a day/week or month)
The role holder will spend most of their time .…………….











3.2 Organisation Chart 




3.3 Other Statistical or contextual information relevant for job evaluation purposes

3.4 Relevant Physical and Environmental Information

3.5 Key contacts
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