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Person Specification


Post: 					Archive Assistant		
Directorate/Division:	Communities - Worcestershire Archive and Archaeology   Service
	 
Scale:					Grade 3				
				
Qualifications/Training:
It is essential that the postholder has:
· NVQ level 2 equivalent qualifications or demonstrable relevant experience improving a frontline customer service
· Evidence of a commitment to training and development

It is desirable that the postholder has:
· Further qualifications in archives, local or family history
· NVQ level 2 equivalent qualifications in a relevant area (for example Customer Service)




Experience/Knowledge:
It is essential that the postholder has:
· Informed knowledge of family history resources
· Informed knowledge of local history resources
· Experience of using online research resources
· Experience of using ICT systems
· Demonstrable experience of working with the general public


Skills and Abilities:
It is essential that the postholder has:
· An understanding of  public information needs for archives and archaeology
· An awareness of the importance of confidentiality
· A sympathetic understanding of the needs of donors, depositors and users
· A flexible attitude to the delivery of services and an open and receptive attitude to change
· Excellent communication skills, both written and verbal
· A focus on results, in spite of competing priorities and demands
· The ability to work effectively as part of a team
· The ability to manage own workload, prioritise effectively and work under pressure to meet deadlines
· Ability to work flexibly, including daytime and evenings on weekdays and weekends, to include work on bank holidays
· An ability to exhibit accuracy and attention to detail

Other factors:
It is essential that the postholder has:
· Commitment to working in a customer-focussed environment
· Strong commitment to equality of opportunity and overcoming barriers to access
· The ability, flexibility and willingness to travel to locations across the County and attend off-site venues (Please note that reasonable adjustments will be considered for these factors as required by the Equalities Act)
· Ability to lift and manoeuvre heavy boxes  (Please note that reasonable adjustments will be considered for these factors as required by the Equalities Act)
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