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	Job details

	Job title
	Archivist

	Job Reference
	19247

	Grade and Salary
	5 - £33,366 per annum (pro rata for part time)
This role includes performance related pay progression

	Service and Team
	Growth, Highways & Infrastructure (GHI) - Economic Development

	Location
	The Hold, 131 Fore Street, Ipswich, IP4 1LN – Hybrid 

	Hours per week
	37

	Status
	Permanent

	This role may offer the following flexible working options

	· Working part time hours (eg different hours/days to those advertised)
· Job sharing
· Working compressed hours (eg a nine-day fortnight)
· Term time working (including partial term-time working)
· Use of flexitime / time off in lieu
· Hybrid working options, including some home working - expectation of 80% in the office
· Working adjusted core hours (eg starting later and finishing later or other patterns)



	About us


As a modern and effective council, we understand the importance of being flexible and well-connected in the ways we work. We focus our ambitions on doing what’s right for people, our partners, and our communities - both now and for the future. That’s why, as one of the largest employers in Suffolk, we believe in empowering everyone. Through career variety and collaborative working, accessible career paths and professional development. 
The support and care we offer encourages and enables you to be the best you can be. To make a meaningful impact on the world around you. To achieve a unique sense of pride in what you do, why you do it and where. Reimagine the possibilities.

	Main purpose of the job


To help support the management of and access to Suffolk’s extensive collection of archive and local studies materials. The role includes a wide range of professional duties, from dealing with depositors, accessioning, and cataloguing, to answering detailed research enquiries about the collections and participating in our outreach programmes. 
The role also provides the opportunities to engage with a diverse audience, preparing and delivering exhibitions, talks, workshops, and visits to raise the profile of Suffolk Archives.

	[bookmark: _Hlk34906451]About the team 


Suffolk Archives (SA) is a small, flexible, proactive team that is passionate about sharing Suffolk’s local history and heritage with a wider audience. Archivists work as part of the SA Collections team which is based at The Hold in Ipswich. The team is responsible for preserving Suffolks irreplaceable collections, including local studies material and ensuring that these are made accessible to the public both on-line, in our search room and through our education, events and exhibition programme. The post holder will work alongside two other archivists and reports to the Collections Manager.
	What you will be expected to deliver in the role


Key responsibilities will include:
· Providing specialist/ professional advice on our collections to customers, depositors and staff, including answering enquiries in person and remotely. 
· Acquiring, assessing, sorting cataloguing and indexing archive material (including born-digital) to ISAD-G and SA cataloguing standards. 
· Planning and delivering research work for external clients to agreed timescales.
· Surveying and selecting archives and local studies material, including electronic formats, for permanent preservation in accordance with the collecting policy.
· Establishing a relationship of trust with depositors and donors, consulting them as necessary, recording all dealings and maintaining professional confidentiality. 
· Assisting with surveys on specific collections to assess the amount of cataloguing, editing, digitisation and upload time needed to inform grant applications.
· Producing reporting /monitoring data on collections to required deadlines.
· Carrying out cleaning, packing, numbering, and storage of collections and liaising with archive assistants, volunteers and our conservator as required.
· Supporting students/volunteers by identifying projects, providing support and training 
· Advising on archive packaging and handing procedures.
· Participating in promotional events and outreach activities including presenting talks, hosting workshops and guided tours. 
· Providing support, guidance, training and supervision for colleagues and volunteers on archival research and handling.
· Contributing to income generation within the service including paid-for research services
· Maintaining an excellent working knowledge of national and international good practice in archives and local history services and developing relationships with relevant local organisations.

Although this list provides examples of what you will be doing it’s not intended to be exhaustive, and you will have personal objectives linked to our People Plans and Strategies that will be discussed and agreed with your line manager when you start.

	Person Profile – what you will bring to the team



Qualifications and Professional memberships
1. Level 7 qualification in Archive Administration or equivalent knowledge and experience in a relevant sector.
2. Registered Membership of the Archives and Records Association of UK and Ireland (desirable)

Values and personal qualities
3. Demonstrate a passion for making a positive difference for Suffolk. 
4. Share our WE ASPIRE Values and strive to lead by example in relation to these. 
5. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI). 
6. Strive to continuously improve in everything you do, taking the initiative to learn and develop. 
7. Strong commitment to public service, high standards of integrity, honesty and sensitivity. 
8. Bring creativity into your work through innovation and openness to change. 
9. Collaborate well with others and offer assistance and support to colleagues. 

Specialist knowledge skills and experience
10. Experience of working in an archive or information management environment.
11. Experience of working with the public in a heritage environment.
12. Experience of working with external partners and volunteers.
13. Basic knowledge of British history.
14. Basic knowledge of classes of archives held in national and county archives, the history and functions of local government and in local and family history research
15. Able to read, understand and interpret historical documents, legislation, primary and secondary historical resources. 
16. Able to catalogue and index collections within a defined brief and knowledge of cataloguing and indexing standards i.e. ISAD(G) and ISAAR(CPF). 
17. Knowledge of electronic cataloguing systems e.g. CALM and digital preservation systems and principles.
18. Able to plan and prioritise own work and the work of volunteers and staff including processing large archival collections, organising and planning exhibitions, talks etc.
19. Awareness of the storage needs for different types of documents and some knowledge of archival packaging, and conservation. 
20. Negotiation, influencing and conciliation skills e.g. to ensure the acquisition of archives on acceptable terms, resolve conflicting interests etc.
21. Ability to lead training sessions and deliver presentations to the public
22. Customer focused approach 
23. Highly developed problem-solving skills to encompass research and customers i.e. to interpret their requirements and suggest suitable solutions.
24. Ability to advise and convey complex information on archives and their use in research clearly to individuals with different levels of understanding. 
25. Working knowledge of the legislation and quality standards affecting archives

Additional requirements 
26. Manual handling of records
27. Willingness to occasionally work at weekends and evenings 
	Travel requirements 


You may need to operate across a wide and rural area, so it would be beneficial for you to either hold a full and current driving licence and have access to personal transport or meet the mobility requirements of the role through other reasonable and suitable means. 

	Our values – WE ASPIRE



[image: Suffolk County Council's WE ASPIRE Staff Values logo]
At Suffolk County Council our WE ASPIRE values set out the behaviours we expect from everyone in the organisation regardless of who they are, what their role or grade is or where they work.

The values have been developed through feedback and input from employees at the council and underpin how we go about our everyday work.  They define us and help us to be the best we can be.

Visit our careers pages for more information on our WE ASPIRE values.

	Our Customer Commitment
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In addition to our WE ASPIRE values, we also have a Customer Commitment which sets out a number of strong principles that help support high standards of customer service and care that we can all endeavour to consistently demonstrate. 

For more information, view our Customer Commitment poster.

	More information for recruitment applicants



We offer a fantastic working environment including diverse and active staff networks,
great flexible working options and many benefits, as well as the opportunity to improve the lives of Suffolk residents. 

Visit the Suffolk County Council career website to learn more, including information about adjustments to recruitment processes, our interview schemes and other commitments to equality, diversity and inclusion.
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