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Job Description 

	Job title
	Digitisation Assistant

	Department
	Library 

	Grade
	FA2




	Job purpose (a brief summary of the role)
	To assist the Library and Archives Team with the digitisation of archive resources for material on demand and as part of specific digitisation projects, in support of the University’s teaching and learning and wider research activity and strategy






	Duties and responsibilities
	· To scan materials (in whole or in part) to produce digital reproductions, to order and as part of larger project work. The work to be done using scanners with overhead cameras designed for archive image capture, and other relevant equipment.

·  To create metadata and piece-level catalogue descriptions (to prescribed standards) for digitised sources, recording references, dates, titles and other information as necessary to aid retrieval of digitised outputs.  

· To publish the digitised content online by uploading images and accompanying metadata into content management systems (e.g., Epexio, ContentDM).

· To use Optical Character Recognition (OCR) software (e.g., Abbyy Fine Reader) to create, check and/or proof-read text files from scanned images.

· To prepare archival materials for digitisation, retrieving material from archive storage, and numbering and carefully cleaning documents as required to produce high quality digital outputs.

· To actively engage with CPD, keeping up to date with current cataloguing rules, standards and guidelines and with current legislation on intellectual property rights, copyright exceptions and accessibility, and licensing, including the Copyright Licensing Agency licence(s).

· To keep up to date with digitisation technology and practices, and to adapt to new software and technology used for digitisation

· To participate in the planning, organisation and creation of data and images.

· To take part in and support the wider workings of the Library team as required (e.g. responding to public and departmental enquiries regarding digitisation).







	Person Specification
The Person Specification focuses on the essential and desirable knowledge, skills, experience and qualifications required to undertake the role effectively.  This is measured by (a) Application Form, (b) Test/Exercise, (c) Interview, (d) Presentation. 


	Essential Criterion No.
	Essential Criterion Description 
	Measured by

	E1
	A good standard of education including GCSEs at A-C in English and Mathematics or equivalent
	A
	E2
	Ability to follow procedural guidelines and appropriate schema, with experience of successfully working to agreed standards.
	A & C
	E3
	A thorough and methodical approach, incorporating the ability to work accurately and with attention to detail.
	A & C
	E4
	Self-directed with the ability to organise own workload within set parameters.
	A & C
	E5
	A flexible approach, accepting and reacting flexibly to change.
	A & C
	E6
	Proficient IT skills with knowledge Web technologies and the ability to learn new applications. 
	A & C
	E7
	Team working skills with the ability to support immediate colleagues as required
	A & C
	E8
	
	Choose an item.
	E9
	
	Choose an item.
	E10
	
	Choose an item.
	E11
	
	Choose an item.
	E12
	
	Choose an item.
	E13
	
	Choose an item.
	E14
	
	Choose an item.
	E15
	
	Choose an item.



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Some prior experience of using / handling archival material
	A & C
	D2
	General understanding of what archives are and how they can be used.
	A & C
	D3
	Knowledge of image capture as well as experience of file formats and OCR software/photographic software is desired
	A & C
	D4
	
	Choose an item.
	D5
	
	Choose an item.
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