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	Job details

	Job title
	Archive Assistant 

	Job Reference
	21087

	Grade and Salary
	G3 - £25,185 per annum (pro rota)
This role includes performance related pay progression

	Service and Team
	Economic Development and Archives – Suffolk Archives

	Location
	Ipswich Record Office, The Hold, 131 Fore Street, Ipswich, Suffolk, IP4 1LN – On-site working

	Hours per week
	Post 1: 29.27 hours per week – Monday [9.15am-5.00pm], Tuesday [9.15am-5.00pm], Wednesday [9.15am-5.00pm] and Saturday [9.15am-5.00pm] plus the 2nd Thursday of month [4.30pm–10pm]
Post 2: 21 hours per week - Thursday [9.15am-5pm], Friday [9.15am-5pm], Saturday [9.15am-5pm]
There is an enhanced payment rate for Saturday working and Thursday evening working after 8pm.

	Status
	Permanent

	This role may offer the following flexible working options

	· Occasional use of flexitime / time off in lieu subject to needs of service
· Fixed rota pattern – front line service



	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 visitors access the county’s extensive collection of local and family history materials. The role offers the opportunity to be involved in all aspects of working in a busy archive service, including supervising the public and volunteers in the searchroom; dealing with face–to–face, telephone, e–mail and postal enquiries; retrieving documents from the strongrooms; working on the welcome desk and shop; and carrying out administrative tasks. You will also deliver outreach activities, digitise records and catalogue archives under the direction of archivists. 

	[bookmark: _Hlk34906451]About the team 



Suffolk Archives is a small, flexible, proactive team that is passionate about sharing Suffolk’s local history and heritage with a wider audience. Archive Assistants work as part of our Operations Team which is responsible for providing public access to the collections housed at The Hold in Ipswich. 

	What you will be expected to deliver in the role



Day to day tasks may include:
· Welcoming customers and helping with their research requests.
· Producing items such as archives, maps, and books for customers, returning them to their correct place, and helping ensure that they are not misplaced or damaged whilst in use.
· Making copies of archive material as required.
· Accessing and interpreting collections information in CALM - our archive management system.
· Supporting audience engagement activities such as visits, tours and exhibitions.
· Promoting and assisting with customer orders and selling goods in the shop. 
· Working on digitisation projects to support the preservation and maintenance of collections. 
· Providing advice to customers relating to the provision of digitised and microform services including, microfiche, film, photographic and scanning services.
· Recording accurate statistics and qualitative information for income and service planning purposes.
· Providing support for volunteers, interns, apprentices and colleagues working alongside you.
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. Good level of literacy including the ability to write professional letters.
2. Good level of numeracy including recording statistics.
3. Knowledge of Microsoft packages.

Specialist knowledge skills and experience
4. Proven customer service experience.
5. Experience of communicating with a wide range of people.
6. Good digital skills and experience of operating copying/scanning equipment. 
7. Knowledge of GDPR (Data Protection Act) and awareness of the Freedom of Information Act and copyright legislation.
8. Manual handling experience eg lifting and carrying books/boxes and other items of varying size/weight.
9. Flexible, proactive and happy to move between tasks and locations as required.
10. Highly organised with the ability to work accurately and with attention to detail 
11. Ability to work as a member of a team

Values and personal qualities
12. Demonstrate a passion for making a positive difference for Suffolk. 
13. Share the WE ASPIRE Values and strive to lead by example in relation to these. 
14. A strong commitment to fairness and Equality, Diversity and Inclusion (EDI). 
15. Strive to continuously improve in everything you do, taking the initiative to learn and develop. 
16. Strong commitment to public service, high standards of integrity, honesty and sensitivity. 
17. Bring creativity into your work through innovation and openness to change. 
18. Collaborate well with others and offer assistance and support to colleagues. 
19. A passion for preserving and sharing the history of the County to a diverse audience
 
Additional requirements  
20. Willingness to occasionally work at weekends and evenings in addition to shifts already in contracts
21. This is an active role, with regular requirements for lifting or carrying heavy records and documents and pushing or pulling loaded trolleys daily. Manual handling training will be required.

	Travel requirements



Infrequent Travel - On occasions, there may be a requirement for you to travel using reasonable and suitable means available to you.

	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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