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THE POST


Faculty/Service:	Education and Student Support: Library 
Post: 			Archivist			 
Grade:			E 
Reporting To: 		Head of Heritage Collections 

Organisational context
[bookmark: bookmark0]The University of Exeter has set out its vision to lead progress to a greener, healthier and socially just world in its Strategy 2030. The University Library has responded to this through a new strategy which will support our educational and research objectives as well as our regional and global ambitions. The library’s vision is to be known globally for bringing learning and research together and for building community. Special Collections forms a key part of this vision, championing the University’s Civic commitment through outreach and engagement, and supporting learning and research with our unique collections. 
Based in the University Library's Heritage Collections team, the Special Collections manages over 500 archive collections and c.50,000 rare books. The service holds major international collections relating to the Middle East & North African region alongside substantial South-West literature and drama collections. These are used by researchers from all over the world and members of the public, as well as in regular teaching and research on campus.

Main purpose of the job
The post holder will be a key part of the team, with responsibility for providing access to collections via cataloguing, promotion and support for seminars and research as part of a full and busy archive service.
The Archivist’s work is closely aligned to the University Library’s Strategy and University Civic Commitment. They will take a pivotal role in Collections Development initiatives, and work to address legacy issues with collections. This role would suit a highly motivated self-starter who is able to develop in-depth knowledge of the collections and take a leading role, exercising initiative, judgment and analysis on workloads and priorities.


Main duties and accountabilities:
Archive Management
1. Undertake the full range of archive management activities, including:
· Producing catalogues and documentation to international standards
· Building and maintaining relationships with donors, rights holders and stakeholders to develop and manage collections. 
· Identifying and addressing conservation needs, seeking expert advice as needed. 
· Assessing and accessioning new deposits under our Collections Development Policy.
2. Support collection stewardship through effective and accurate record-keeping.
3. Contribute to the development of our Digital capacity alongside key stakeholders.
4. Actively seek opportunities to promote and widen usage of the collections, both internally and externally, for teaching, research, lifelong learning, and public engagement.
5. Lead specific projects, funding bids and initiatives as identified by the Head of Heritage Collections.
6. Contribute to the development of Special Collections policies and strategy

Service delivery
1. Oversee frontline Special Collections services as required, facilitating use of the collections by:
· Providing specialist support to readers and university colleagues around collection management issues, Copyright and Data Protection.
· Promoting archive/information literacy.
· Supervising and leading seminars.
· Answering enquiries and acting as a point of escalation for junior colleagues dealing with complex enquiries.
· Undertaking reading room/ virtual reading room supervision duties.
2. Capture, analyse and report on operational data to support service KPI’s
3. Ensure the efficient organisation and administration of activities, embracing a range of software to create, maintain, update, and verify records, files, and databases, including specialist software.
4. Maintain current knowledge of professional standards and legal requirements, identifying training needs as required, including around:
· International cataloguing standards.
· Information governance for archival material, including GDPR, copyright, and other Intellectual Property Rights.
· Management of vulnerable formats.

People Development
1. Manage the work of junior colleagues, project staff, and interns as required.
2. Plan and supervise volunteers and work experience placements.
3. Work in collaboration with colleagues across the University to support strategic priorities
4. Contribute to the development of the whole library service by:
· Supporting peer “up-skilling” and knowledge transfer
· Fostering collaborative working.
· Participating in projects and working groups.
5. Raise the profile of the service and the university by representing us in regional and national conferences, networks & forums 

This job description summarises the main duties and accountabilities of the post and is not comprehensive.  The post-holder may be required to undertake other duties of similar level and responsibility and will be expected to adopt a flexible approach to their work. 

Enquiries
For an informal conversation about the role, or for any enquiries please contact Caroline Walter, Head of Heritage Collections at c.walter2@exeter.ac.uk or on 01392 722097.


Person Specification

	Competency
	Essential

	Qualifications
	· Postgraduate qualification in Archives and Records Management/or relevant experience.

	Skills
	· In-depth knowledge of international standards, and modern practice in archives and records management.
· Excellent communication and interpersonal skills, with the ability to work independently and collaboratively in a complex environment with a range of stakeholders at all levels.     
· Strong aptitude for the use of technology, with a willingness to incorporate new technologies into working practices. 
· Ability to plan, prioritise, and take ownership of delivering actions, adjusting as necessary for changing pressures.

	Knowledge and Experience
	· Experience of managing and cataloguing archives on a database system, such as CALM.
· Experience in directing the work of staff or volunteers.
· Experience of delivering excellent customer service and effectively handling complex enquiries. 
· Demonstrable understanding of Copyright and Data Protection laws in a library/archive context 
· Demonstrable understanding of developing trends and challenges in the Heritage and HE sectors.

	Attitudes
	· Commitment to Professional Development
· Adaptability and willingness to embrace new ways of working; providing constructive input on improvements in a changing environment.

	Circumstances
	· Travel across all University campuses will be required, with occasional travel elsewhere in the UK and possibly overseas. 
· Some activities may require evening or weekend work. 
· As a collections-based role the post holder will be campus-based, though limited home working may be arranged by prior approval, subject to service needs.




[bookmark: bookmark3]Desirable Criteria
· Experience handling born-digital records
· Experience with rare books cataloguing
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