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Job description and person specification

Archivist


	Department 
	Communities and Environment

	Service 
	Norfolk Record Office

	Grade
	G

	Reports to
	Manager (Archive Collections and Metadata)

	Responsible for 
	

	Job reference
	11525



	Job Purpose – 


	To provide a wide range of professional archival services required for the successful operation of the Norfolk Record Office. The role supports acquisition, preservation, management, discovery and promotion of archive collections while ensuring high-quality public access and engagement.


	Context – 


	The Norfolk Record Office is a busy county archive service responsible for collecting, preserving and providing access to archives. The Archivist works as part of a professional team delivering public services, accessioning and cataloguing collections, responding to enquiries, supporting preservation activities and contributing to projects.




	Accountabilities - 

	· Deliver an efficient and inclusive public access service, acting as team leader on duty required in the searchroom.

	· Identify, appraise and acquire archive collections through liaison with depositors, donors and vendors.

	· Create, maintain and enhance archival metadata to support discovery, management and preservation.

	· Engage with the public through talks, workshops, exhibitions and volunteer programmes.

	· Support the preservation, security and safe handling of archives.

	· Work collaboratively with colleagues and partners to deliver projects and programmes.

	· Ensure compliance with legislation including Data Protection and Freedom of Information.

	· Act as an advocate for archives and support service development and funding opportunities





	Person Specification


	Qualifications:

	Essential
	Desirable

	· Postgraduate Diploma in Archive Administration / recognised archival qualification or working towards one. 
	· Driving licence


	Knowledge/Experience:

	Essential 
	Desirable 

	· Experience working in an archive service 
· Experience applying archival standards 
· Experience working with a range of archival materials 
· Knowledge of archival practice
	· Experience of public engagement work 
· Experience of project planning and management



	Skills:

	Essential
	Desirable

	· Excellent written and verbal communication skills 
· Ability to plan, organise and prioritise work effectively 
· Ability to work calmly under competing pressures 
· Ability to create and manage archival metadata and finding aids 
· Ability to work with diverse individuals and organisations 
· A wide range of IT skills including the use of archive management systems 
	· Knowledge of digital preservation standards and workflows 
· Strong IT skills applicable to data wrangling, automation and digital preservation 
· Ability to read and interpret documents from early modern and medieval periods





	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 


	Based at the Norfolk Record Office, Norwich, with occasional work at King's Lynn and other locations. Some evening and weekend work may be required. Site visits may involve archives stored in challenging conditions.




	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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