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The Library



Archivist – Grade 7

(Ref: MPF2421)







Role Title:  Archivist

Reports To:  Head of Learning and Research Support


Overview

The Library is seeking an exceptional candidate with the expertise, skills and behaviours needed to effectively manage, develop and enhance the reach of our archival collections and to deliver an excellent service to users. Working with a range of internal partners and external cultural organisations, the Archivist will also contribute actively to engagement projects, events and educational programmes that support the University’s strategic focus on collaboration with cultural, creative and digital industries. 

The University of Salford is one of the UK’s leading enterprise universities and currently has over 20,000 students, including over 3,500 students from more than 130 countries around the world. This is an exciting time to be part of a university whose expertise is transforming individuals and communities through excellent teaching, research, enterprise and engagement. 
You will be joining a creative, innovative library, located physically and virtually at the heart of university life. 
The Library is part of the wider Directorate of Student and Academic Support (DSAS). DSAS colleagues work together with our academic staff to deliver agile, responsive services that support all stages of the annual academic lifecycle and enhance our students’ experience throughout their Salford journey and beyond.

As a key member of the Library’s Learning & Research Support team, you will actively contribute to the culture of learning, research, engagement and knowledge exchange in support of the University vision:

“By pioneering exceptional industry partnerships we will lead the way in real-world experiences, preparing students for life.”

You will apply your specialist knowledge and skills in archival management and digital preservation to the maintenance and development of our collections, and will take responsibility for ensuring they are discoverable, visible and make a positive impact on teaching, learning, research and external engagement. You will take a collaborative approach to projects and events, building productive relationships with colleagues and students across and beyond the University, including our School of Arts and Media, University Art Collection and local cultural partners in Salford including the Working Class Movement Library and Salford Community Leisure. You will be passionate about your work and will thrive in a dynamic academic environment where you will continuously seek out opportunities to improve the service and increase engagement and impact.    

An initial focus for the role will be to work in partnership with the School of Arts and Media, Art Collection and other stakeholders on current initiatives that enhance the profile and use of archival collections. Building on recent acquisitions from local art organisations (The International 3 and Jai Redman/Artwork Atelier/UHC), you will identify the creative opportunities and funding needed for digitisation and engagement projects. You will contribute to community outreach events featuring the Changing Face of Salford AV collection, the Brass Band News archive, and assets relating to WWI. You will also be able to explore opportunities to contribute to new short courses related to archiving and/or digital preservation. In these ways, you will apply your expertise, skills and behaviours to help drive forward the development of digital humanities at Salford and make a valuable contribution to the University’s cultural offer.

Details of the University’s special collections and archives can be found at www.salford.ac.uk/library/archives. 

Please note this role may be required to work flexibly over evenings and weekends.

Applicants should be aware that although the role will be assigned to a specific department / school within DSAS in the first instance, we reserve the right to reassign the post to meet the future needs of the University. 

In recognition of our commitment to create a diverse team that draws from our widest talent pool we would particularly encourage applications from groups who are currently under-represented in the team, which in this case is Black, Asian and Minority Ethnic (BAME) applicants and applicants who identify as male.

Role Detail

Role Purpose

The Archivist will be responsible for the effective management, development and promotion of University’s archives and special collections to support research, teaching, learning and external engagement, and will ensure the archives service evolves to meet the needs of users. They will facilitate use of print and digital collections by a wide range of students, researchers, colleagues and external users, and will provide specialist advice, consultancy and educational workshops and resources as required. The post holder will actively develop partnerships across the University and with local, national and international institutions, and will seek funding opportunities to exploit and develop archives and special collections. They will contribute to collaborative projects which enhance the University’s cultural offer, including in the developing field of digital humanities and with the development of digital preservation infrastructure.


Responsibilities

Print and digital collections management
· Ensure the preservation of the University’s print and digital archives and special collections, including advising on appropriate collection care and environmental standards, identifying and mitigating risks.
· Catalogue archival collections using current archival descriptive standards and practices, and maximise discoverability by maintaining records on archives web pages and external portals e.g. Archives Hub.
· Assess offered collections, make recommendations for the inclusion or exclusion of these collections, and coordinate the acquisition process.
· Contribute to the development of the University’s digital preservation infrastructure to help ensure that born-digital assets and collections can be preserved for the long term. 
· Assist in the digitisation and discovery of archival materials.
· Ensure copyright and data protection are respected in the handling of collections, including arranging copyright clearance where appropriate and responding to permissions requests.
· Contribute to the periodic review of archives and special collections policy.
Engagement and promotion
· Deliver an excellent service to users in line with service standards, effectively managing complex enquiries, providing specialist advice on the usage of collections, and facilitating access.
· Foster increased use of the collections in teaching, learning (including e-learning) and research through proactive engagement and co-creation with academic colleagues and the wider Learning & Research Support team.
· Design, deliver and evaluate workshops, e-learning and other learning resources that enable students and researchers to access, engage with and understand archival collections and practices in ways that develop their archival research skills and information and digital literacy.
· Lead the planning, delivery and evaluation of inspiring promotional events and campaigns which raise the profile of collections and enhance engagement and usage.
Developing partnerships and projects
· Build and maintain positive relationships with academic schools and professional services, as well as external cultural organisations and agencies.
· Support and contribute to the development of teaching, research and engagement activities in digital humanities through partnership working with the School of Arts and Media and the Digital and Creative Industry Collaboration Zone (ICZ).
· Work in partnership to actively seek and bid for funding opportunities.
· Create and manage empowering opportunities for students, graduates and others to work with the archives, including recruitment, supervision and supporting their professional development.
General responsibilities
· With a constant focus on innovation, identify and implement evidence-based service improvements, informed by evaluation of the current offer and by emerging trends and developments in the field.
· Engage with professional networks and represent and promote the Library internally and externally including delivery of presentations and papers at conferences or other events.
· Ensure the continuing development and growth of all library staff by contributing to the Library’s programmes for training and development.
· Perform any other duties appropriate to the grade as may be required by the University Librarian.
· Comply with the personal health and safety responsibilities specified in the University Health and Safety policy.
· Engage with the University’s commitment to put our students first and deliver services which are customer orientated, represent value for money and contribute to the financial and environmental sustainability of the University when undertaking all duties and aspects of the role.
· Promote equality and diversity for students and staff and sustain an inclusive and supportive study and work environment in accordance with University policy.
· This role detail is a guide to the work you will initially be required to undertake.  It may be changed from time to time to meet changing circumstances.  It does not form part of your Contract of Employment.



Person Specification

Qualifications
	
	The successful candidate should have:
	Essential/ Desirable
	Tested by*
A, I, P, T

	1
	A first degree or postgraduate qualification in information management or archives management or substantial professional experience in the field.
	E
	A, I



Background & Experience
	
	The successful candidate should have:
	Essential/ Desirable
	Tested by*
A, I, P, T

	2
	Experience of managing, cataloguing and facilitating access to archival or heritage collections.
	E
	A , I, P

	3
	Experience of developing archival or heritage collections and finding creative ways of enabling and encouraging people to connect with them.
	E
	A , I, P

	4
	Experience of sourcing and bidding for project funding.
	D
	A , I, P



Knowledge
	
	The successful candidate should have demonstrable knowledge of:
	Essential/ Desirable
	Tested by*
A, I, P, T

	5
	Good practice in archival management, including collections care, current archival descriptive standards and practices, data protection and copyright.
	E
	A , I, P

	6
	Digital preservation and digitisation technology and the potential of these for the development and exploitation of archives and special collections.
	E
	A , I, P



Skills & Competencies
	
	The successful candidate should demonstrate:
	Essential/ Desirable
	Tested by*
A, I, P, T

	7
	Personal accountability for consistently delivering results, prioritising tasks and goals that make the most difference.
	E
	A, I, P

	8
	Ability to work creatively in partnership with others, and to build and manage positive relationships with a wide range of people.
	E
	A, I, P

	9
	Ability to inspire, engage and influence diverse audiences across a variety of modes of communication, including large-group presentations, web resources and social media campaigns. 
	E
	A , I, P

	10
	Ability to deliver engaging workshops and training courses that enable learners to develop skills.
	E
	A , I, P

	11
	A high degree of professional integrity, able to handle and preserve sensitive records and ensure copyright and data protection are respected.
	E
	A, I, P

	12
	Commitment to excellent, inclusive customer service with the ability to successfully resolve complex enquiries in clear and accessible ways.
	E
	A , I, P

	13
	A constant focus on improvement, agile to change, and willing to creatively solve problems and make bold decisions.
	E
	A, I, P

	14
	Digital fluency, with the ability to use technology effectively to achieved desired outcomes and to work in partnership with technical teams.
	E
	A, I, P

	15
	Commitment to own continuing professional development and learning.
	E
	A, I

	16
	Willingness to work flexibly, as the service requires, with some occasions of weekend and evening attendance. 
	E
	A, I 


A = Application form, I = Interview, P = Presentation/Exercise 

Details of any assessments required will be provided in the invitation to interview letter.

· Appointments to grade 7 and above will normally include a competency based interview and presentation and in some instances a work based simulation exercise.
Candidate guidance

You should use the supporting statement template which can be downloaded from the relevant vacancy posting within the e-Recruitment System (WCN) to describe how your skills and experience match the criteria listed in the person specification.  You should provide narrative to each of the key sections (Background & Experience, Knowledge and Skills & Competencies). 

Strong applications will demonstrate experience relevant to the essential and desirable criteria. You should aim to be as concise and succinct as possible when providing your narrative, as this will greatly assist the shortlisting panel in reviewing your application.
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