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CAMBRIDGE - CB3 9EU

Registered Charity Number 1141105


	
JOB DESCRIPTION




	Job title:
	Assistant Archivist

	Department:
	College Archives

	Job purpose:
	To assist the College Archivist with Darwin College Archives



	Main duties:
	· Catalogue the backlog of records using the Archive Management System, ArchivesSpace
· Maintain the College’s Records Retention Schedule; appraise redundant records for adding to the archives; accession and catalogue new transfers
· Answer enquiries about the contents of the archives and College history
· Promote awareness and use of the archives, in liaison with the Development Office, Communications Office and Study Centre
· Plan and oversee the move of the College Archives 



	Works with:
	· College Archivist



	Responsible for:
	· n/a



	Responsible to:
	· College Archivist



	
PERSON DESCRIPTION




	Qualifications & Learning
	· Good standard of education to degree level
· A professionally accredited postgraduate qualification in Archives/Records Management or equivalent experience

	Experience:
	· Previous experience of and the ability to work with archives management system(s) and willingness to learn new systems as required.
· Previous experience in an Archivist/Records Manager role desirable.

	Skills:
	· Able to use Word, Outlook and Excel to intermediate level for correspondence and for information management
· Able to manage own workload to achieve agreed outcomes including occasionally under pressure
· Excellent attention to detail
· Ability to work within established procedures
· Ability to work independently and unsupervised 
· Physically able to handle archive boxes, bending down and reaching up when shelving (including use of step ladder)
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These job and person descriptions are non-contractual
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