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Role:          	   	Special Collections and Archives Co-ordinator

Department:		Library Service 

Grade:                     6

Responsible to: 	Head of Academic Engagement  

Campus:		Belfast/Coleraine/Derry~Londonderry 

Job Purpose 
 
The oversight of the Library’s Special Collections and University Archives. 

Main Duties

In the performance of duties within the Library Service, there is an underpinning expectation of proactive collaboration and teamworking across all parts of the service, and an expectation to embrace continuous service improvement. The Library service commits to providing learning and development to support this expectation. 
 
1. Oversee the operational activities of all the University Special Collection and Archives including the accessioning of materials and the listing of materials to a recognised archival standard. 
2. Contribute to an archival catalogue to assist with discovery of information and materials within the University Special Collections and Archives. 
3. Answer queries related to the University Special Collections and Archives collections providing access to materials where appropriate across all campuses. 
4. Accession of materials into Special Collections and de-select materials as appropriate.  
5. Support Campus Subject Managers in relation to the promotion and exhibition of Special Collections and Archives materials. 
6. Support the Head of Academic Engagement in the digitisation and provision of online access to Special Collections and Archives materials. 
7. Monitoring, assess and adopt new methods and technologies of relevance and usefulness to the provision of access to Special Collections and Archives materials. 
8. Work with Head of Academic Engagement to meet the relevant strategic objectives of the Library Services Operational Plan.
9. Supervise staff assigned to assist with specific tasks related to Special Collections and Archives materials.   
10. Provide guidance and training related to Special Collections and Archives materials to other Library staff as required. 
11. Contribute to the production of reports with recommendations on key elements of service delivery related to Special Collections and Archives. 
12. [bookmark: _Hlk138098702]Ensure compliance with legal obligations to include health, safety, equality, diversity, inclusion and GDPR. 
13. Takes part in all relevant Library project groups as required.  
14. Any other duties appropriate to the grade and nature of the post. 
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	[bookmark: _Hlk50494350]Selection Criteria
	Evaluation method
	Supplementary
Criteria

	
	Application
	Interview
	

	Education and Professional Qualifications
	Essential
	Degree with postgraduate qualification* in Librarianship or Information Science OR Degree in Librarianship or Information Science 
	
          ü
	
	

	
	Desirable
	Professional qualification related to Special Collections or Archives management. 
	
	
	



	Previous Experience/ Training
	Essential
	Good level of computer literacy, with expertise in the use of online and automated systems as used in a library setting.  
	

	
	

	
	
	Experience of library work.  
	
	
	

	
	Desirable
	Experience of working in a professional post in an academic library.  
	
	
	

	
	
	Experience of managing or supervising staff or leading a team.  
	
	
	

	
	
	Experience of working with Special Collections and/or Archives. 
	
	
	

	
	
	Experience of producing reports.  
	
	
	

	
	
	Broad awareness of and an interest in wider technological and digital developments as they apply to special collections and archives.
	
	
	






	Job Related Achievements
	Essential
	Evidence of ability to supervise and provide access to archives, special collections or other information collections.  
	
	
	

	
	
	Evidence of highly developed IT user skills including the ability to word-process and use spread sheets.  
	
	
	

	
	
	Evidence of involvement in project work.  
	
	
	

	
	
	Evidence of supporting users in the discovery and use of special collections, archives or other similar collections and responding creatively to new service demands from the user community. 
	
	
	

	
	Desirable
	Experience of having produced management reports. 
	
	
	

	
	
	Experience of having managed a project. 
	
	
	



	Interpersonal Skills
	Essential
	Excellent written and oral communication skills, organizational skills and a flexible and adaptable approach to work.  
	
	

	

	
	
	Ability to make independent decisions, work on own initiative and contribute to decisions on policy and operations. 
	
	

	

	
	
	Proven ability to work both in a team and on own initiative demonstrating high personal motivation, and enthusiasm for development and change. 
	
	
	

	
	Desirable
	Evidence of high personal motivation, initiative-taking and  
enthusiasm for development and change 
	
	
	



	Other
	Essential
	A commitment to continuing professional development, especially in relation to the library’s service-oriented culture. 
	
	
	

	
	
	Willingness to represent the Library on campus, on University groups and committees. 
	
	
	

	
	
	Willingness to participate in Library working groups or projects linked to the delivery of the Library Services Strategy. 
	
	
	

	
	
	Willingness to travel between the campuses and other  
locations to meet the needs of the post. 
	
	
	

	
	
	The ability to make presentation to a target audience 
	
	
	

	
	Desirable
	Management of a project.
	
	
	

	
	
	Experience of staff management.  
	
	
	



image1.png
A

UEDH e
B \\/JDUW@EF Sl




image2.svg
                         


