
Job description 

University Collections and Archives Co-ordinator

Reports to: Director of Research Management
[bookmark: _Hlk76650834]Job purpose

To catalogue, promote and ensure access to the University Collections and Archives, and support planning to secure the sustainability of these university resources.
[bookmark: _Hlk76545853]Main responsibilities

· To liaise with key stakeholders and to use existing records as a basis to enhance the database of assets included in the University Collections and Archives, including information for those housed in external archives.

· To facilitate the creation of a corresponding digital visual record for integration into the database, in a range of formats and resolutions. 

· To be the first point of contact for enquiries relating to the University Collections, to manage image rights clearances and permissions including reproduction rights and a consideration of Open Access and subscription services.

· To load data into the ResourceSpace database to ensure that the University Collections and Archives are available for public viewing and research.

· To liaise with University library staff to ensure a coordinated list of published holdings is established.

· To promote the value of the Collections and Archives to students, staff and external researchers, including using social media platforms.

· To operate the approved protocols for staff, students and public access to the Collections and Archives. 

· To operate the University’s Collection policy regarding the University Collections.

· To liaise with IT services and line manager to ensure that information formats are compatible/exportable to for online outputs and sustainable maintenance.

· To address incomplete image or record data relating to items in the collection and to research further sources of information.

· To support policy on the conservation and storage of the Collections and Archives, including liaison with external experts as instructed.

· To review commercialisation potential for the Collections and Archives/publications with the Director of Innovation and Engagement.

· To research and support applications for external funding to support the dissemination and sustainability of the Collections and Archives.

· To support the planning of exhibitions drawn from the Collections and Archives.

· Work as a part of a team providing support for the colleagues in case of absence and during busy periods. 

· Undertake any other duties of a similar level as required by line manager.

Further information

Equality, Diversity and Inclusion
All members of staff are required to support the University’s policy on equality, diversity and inclusion and to ensure that their work practices reflect that commitment.

Health and Safety
All members of staff are responsible for ensuring their procedures and practices are compliant with the University’s Health and Safety Policy.

Policies and Procedures
To comply with any policy and procedure as regularly updated and published on the intranet applicable to your role, e.g. Confidentiality, Data Protection, IT Acceptable Use, Disaster Recovery, Quality Management and Enhancement procedures etc.

Staff Development
Participate in Staff Appraisal and Development Review and Staff Development and Training activities as well as maintaining own subject knowledge.

Engage with the Higher Education Academy Professional Recognition Scheme as agreed with the line manager.

Confidentiality
Maintain confidentiality regarding all aspects of work.

Variation to Job Description
Norwich University of the Arts reserves the right to vary the duties and responsibilities of its employees within the general conditions of service. The duties and responsibilities outlined above will be periodically reviewed and may be altered as the changing needs of the University may require.
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Person Specification

University Collections and Archives Co-ordinator
Essential

· An understanding of the University Collections and Archives.

· Experience cataloguing art and design collections and archives.

· Experience of using the ResourceSpace or other online digital database.

· Experience of working in a higher education environment.

· Ability to communicate clearly and persuasively, explaining complex procedures in a clear and concise way to a range of internal and external audiences.

· Ability to clarify, plan and prioritise own work to achieve objectives to the standards expected, including proactively working with others to achieve individual and team objectives.

· Confidence in learning new technologies, including the development of web services and social media.

· Positive and flexible team worker who possesses excellent organisational skills including time management.

· Ability to use initiative and make independent decisions within the confines of role responsibilities.

Desirable

· Qualification in archives and/or collections management.

· Experience of drafting external funding applications.

· Experience of archive and artwork conservation.

· Experience of using social media to promote resources and/or events.

