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Job Description 

	Job title
	Senior Digitisation Assistant

	Department
	IDG – Library

	Grade
	FA3




	Job purpose (a brief summary of the role)
	
The Senior Digitisation Assistant plays a key role in the digitisation of library and archives physical collections, ensuring the accurate, efficient, and high-quality conversion of materials into digital surrogates. This position oversees daily digitisation workflows to meet deadlines and peaks in demand, supports other staff, and ensures adherence to industry standard guidelines, and legal compliance for accessibility, metadata, image quality, and digital preservation practices. 


	Duties and responsibilities
	
Digitisation of materials, using a variety of digitisation hardware and software in accordance with industry standard guidelines, relevant legislation and university regulations. Manipulating image, audio and video files using editing software to ensure accessibility is optimised. Providing relevant metadata descriptions of the surrogate files produced. Processing and uploading content to archive and library management systems.

Ensuring appropriate handling and storage of materials during retrieval and production of digital surrogates, in accordance with industry good practice(s).

Liaison with archives, library and other colleagues, including answering queries, supporting the virtual reading room and troubleshooting where necessary.

Working closely with the wider archives and library teams to support initiatives and projects.

Supervision of the Digitisation Assistant





	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-level or equivalent experience (relevant work experience in either a heritage, specialist information service or educational setting and relevant work experience in an outreach or engagement role).
	A
	E2
	Experience of scanning and photography, including the use of image capture and processing software, such as Adobe Creative Cloud, Abbyy FineReader etc.
	A
	E3
	Experience of troubleshooting technical issues and problem resolution with imaging equipment, ensuring equipment is correctly maintained according to specified standards.
	A & C
	E4
	Experience of working in a fast-paced environment and providing a high quality, customer-focused service.
	A & C
	E5
	Experience with automation and the applications of new technologies.
	C
	E6
	Good and up-to-date understanding and knowledge of digitisation workflows, including manipulation, storage and retrieval of digital surrogates from archives and library management systems, modern teaching and learning methods, including e-learning developments.
	C
	E7
	Excellent interpersonal and relationship-building skills, with the ability to work both collaboratively and independently.
	C
	E8
	Ability to align influencing efforts with the project goals and within broader organisational context.
	C
	E9
	Understanding of methods for describing images, including basic cataloguing and metadata schemas, file naming conventions and folder structures.
	A & C
	E10
	Proficient IT skills (including use of Microsoft Office 365, social media, library / archive catalogues and other search tools).
	A & C
	E11
	Ability to handle competing demands and remain focused, with excellent time management and organisational skills.
	C
	E12
	Good problem-solving and planning skills used to ensure efficient digitisation workflows.
	C
	E13
	The role supports the digitisation of materials required to support reading lists, which must meet accessibility standards, and archival materials. An ability to work under pressure, priorities, schedule, balance workloads and develop creative solutions to deliver materials on-time is needed.
	C



	Desirable Criterion No.
	Desirable Criterion Description 
	Measured by

	D1
	Possession of an appropriate qualification in educational studies or in archive work / librarianship / information management.
	A
	D2
	Awareness of copyright and intellectual property rights
	A & C
	D3
	Familiarity with archival and library cataloguing systems and standards
	A & C
	D4
	Full, clean UK or EU or equivalent driving licence.
	A


	
	
	



	
	
	



image1.png
UNIVERSITY
OFWARWICK




