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Archive Project Assistant (Hall Marks)


	Department 
	Community and Environmental Services

	Service 
	Norfolk Record Office

	Grade
	Scale D

	Reports to
	Archive Project Manager (Hall Marks)

	Responsible for 
	N/A

	Job reference
	GR5163 MJ2696 (MO10767)



	Job Purpose 

	This role will help deliver the Norfolk Record Office’s Hall Marks: The Long Shadows of Norfolk’s Lost Country Houses project. This role will help facilitate the volunteer projects with a focus on processing and checking data and helping with making historical sources more accessible. The role is suitable for anyone wanting to pursue a career in the heritage sector. 

	Context

	The Norfolk Record Office is a joint service of Norfolk County Council and the district councils in Norfolk. It collects, looks after, and makes publicly accessible, records worthy of permanent preservation which relate to Norfolk. It actively supports members of the public to use its holdings for research such as family or place history. The Hall Marks project uses the theme of Norfolk’s lost country houses and estates to encourage people to carry out history of area research and to improve access to a key series of records held by the Norfolk Record Office. 
Hall Marks is made possible with The National Lottery Heritage Fund. Thanks to National Lottery players, we are able to explore Norfolk’s lost country houses and estates. Financial support has also been received from the Norfolk Archives and Heritage Development Foundation and the Norfolk Archaeological and Historical Research Group.



	Accountabilities

	Facilitate and support volunteers, both remote and in-person, to transcribe tithe apportionment data. This will require the creation of data packages for remote volunteers.

	Process tithe apportionment data created by volunteers, monitor progress to ensure it is useable and published online in a timely manner. 

	Produce and return archive documents from the Norfolk Record Office’s storage areas.

	Support volunteers to publish blogs on Norfolk’s lost country houses, by digitising original documents and basic editing.

	Assist with the digitisation of large manuscript maps and their preparation for inclusion on the Norfolk Historic Map Explorer website to improve public access. This will require basic image editing and geo-rectification. 

	Support the delivery of other project outreach, education, and wellbeing events.  

	Accountable for safeguarding and promoting the welfare of children, young people or marginalised adults the post holder will encounter. 




Person specification

	Skills and abilities:
	Essential (ü)
	Desirable (ü)

	Demonstrable interest in heritage management
	ü
	

	Good time-management skills
	ü
	

	Good oral and written communication skills
	ü
	

	Good IT skills, including the use of web-based resources, spreadsheets, and image editing, and the ability to quickly learn new applications
	ü
	

	An ability to work accurately, with an eye for detail.
	ü
	

	Ability to work with children or other vulnerable groups, 
	ü
	

	Demonstrable research skills, including the use of archival finding aids, and an ability to read historical handwriting. 
	
	ü

	Knowledge/Experience
	Essential (ü)
	Desirable (ü)

	Knowledge and/or experience on how to undertake local history research using archival sources or a willingness to learn quickly how to do this.
	ü
	

	Experience of working or volunteering for a heritage institution
	
	

	Experience of working with MS SharePoint and GIS applications, such as ArcGIS or QGIS. 
	
	ü

	Experience of supporting volunteers.
	
	ü

	Qualifications
	Mandatory (ü)
	Indicative (ü)

	Relevant degree-level qualifications or equivalent
	
	ü




	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

	The role may require some out of hours working and may need to occasionally visit locations around the county to assist with the engagement work. There will be scope to do some working from home, but the successful candidate will be expected to work at the NRO on a regular basis (at least four times a week).



	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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