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Job Description

Archive Assistant

Directorate and Section/Unit:  	Communities -  Worcestershire Archive and Archaeology Service
Scale / Grade:				Grade 3		
Reporting to:				Senior Archivist 
Responsible for:			

Main purpose of job:
· Making available Archive, Archaeology and Local Studies resources
· Assisting  in basic numbering, cataloguing and boxing of collections
· Participating in learning, education and outreach activities

Responsibilities, duties and tasks:
· To assist in the delivery of the joined up front-of-house service to users of the Archive and Archaeology Service
· To guide and advise users on the interpretation and use of archive, archaeological and local study resources for research, education, cultural and leisure activities as appropriate
· To signpost users to other collections and Hive services as appropriate
· To assist in the safe issue, use and return of the archaeology and archive collections
· To advise the public on basic access and copyright issues relating to historic records
· To contribute to online resources, self-service help guides and promotional literature to broaden access to archive and archaeological sources
· To respond to personal, postal, email and telephone enquiries within local policy and practice
· To undertake basic numbering, cataloguing and boxing of collections
· To assist in both receiving deposited records and undertaking fieldwork under supervision
· To assist in the preservation and conservation of collections
· To participate in programmes of exhibitions, events and activities where relevant to the delivery of archive and archaeological learning
· To contribute to the development of resources and activities for the Archive and Archaeology Service
· To assist in the commercial operations in the Service

General Duties:
· To maintain personal and professional development to meet the changing demands of the job, participate in appropriate training activities and encourage and support staff in their development and training.
· To undertake such other duties, training and/or hours of work as may be reasonably required and which are consistent with the general level of responsibility of this job.
· To undertake health and safety duties commensurate with the post and/or as detailed in the Directorate’s Health and Safety Policy.
· To participate in the Worcestershire Archive and Archaeology Service emergency response arrangements as directed by the designated officer


Contacts:
     In all contacts the postholder will be required to present a good image of the Directorate and the County Council as well as maintaining constructive relationships.

Internal: Staff in the Hive and within Heritage services; staff in Culture and Community Services and Adult and Community Services; Corporate Information Management Unit; Staff in Legal Services; Staff in Children’s Services and LEA Teaching Staff

External: Members of the public; Community Groups; University of Worcester, Depositors and Potential Depositors

Notes:
· This post is subject to a criminal record check under the arrangements established by the Criminal Records Bureau. 
· The Council reserves the right to alter the content of this job description, after consultation to reflect changes to the job or services provided, without altering the general character or level of responsibility.
· Reasonable adjustments will be considered as required by the Equality Act 2010.
· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council’s Equal Opportunities Policy.
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