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Job description and person specification

Archive Assistant


	Department 
	Community and Environmental Services
	

	Service 
	Norfolk Record Office
	

	Grade
	D
	

	Reports to
	Remote and Support Services Manager
	

	Responsible for 
	
	

	Job reference
	10382
	



	Job Purpose – 


	To provide administrative support for the public service, remote access and document processing activities of the Norfolk Record Office and contribute to the efficient running of the service.

These roles are generic with the expectation that post holders may specialise in one or more areas of the service.


	Context – 


	The Norfolk Record Office is a busy county archive service providing a variety of services. These include:

· A public search room where users consult secondary sources, finding aids, original documents, sound recordings and facsimiles
· Remote access services including copy certificates, research services and digital copying
· Activities for groups of learners and volunteers
· Document processing and preservation services




	Accountabilities - 

	To take orders for and deliver the copy service for certificates of birth, marriage and death.


	To provide administrative support for the service including taking payments, ordering goods, assisting with records management and updating management information systems.


	To assist in the delivery of public services: producing documents from strongrooms, supervising and assisting the public, and providing reception services.


	To support the provision of a remote access service, answering enquiries and providing copies of documents 


	To undertake work for the digitization of records and provision of a reprographics service


	To assist in production of promotional and information materials


	To assist in the security and preservation of archives through such activities as building security, strongroom organization, and document cleaning and packaging.





	Person Specification


	Qualifications:

	Essential
	Desirable

	5 GCSE (Grades A-C- or equivalent).

	

	Knowledge/Experience:

	Essential 
	Desirable 

	Recent experience of working in a customer focused environment.
	Experience in general administrative and finance office duties.

Previous experience of a local government environment, preferably a county record office, or similar institution.


	Skills:

	Essential
	Desirable

	Good written and oral communication skills.

Excellent customer care and focus.

An awareness of the unique and irreplaceable nature of documents.

An ability to work to deadlines in a calm and efficient manner and to organise own workload.

Good IT skills

The ability to perform both as an individual and as part of an effective, responsive and flexible team

	




	The Council’s values 
· Accountable – We are honest and accountable.
· Inclusive – We champion inclusivity and equity.
· Ambitious - We want a better future for Norfolk.
· Trusted – We build and maintain trust.



	Other Job Information 


	Candidates for this post should be able to work in cool conditions (approx. 14oC), lift and move heavy or bulky items.




	General Information
· The job description details the main outcomes of the job and will be updated if these outcomes change.

· All work performed/duties undertaken must be carried out in accordance with relevant County Council and Departmental policies and procedures, within legislation, and with regards to the needs of our customers and the diverse community we serve. 

· Job holders will be expected to understand what is meant by safeguarding vulnerable groups (children, young people and adults) and how to raise concerns.

· Job holders will be expected to be flexible in their duties and carry out any other duties commensurate with the grade and falling within the general scope of the job, as requested by management.
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