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	About the Job    
The graduate trainee archivist will assist staff in key areas of Gloucestershire Archives service whilst learning core professional skills.  This post is a fixed term contract for 12 months, as it is designed to fulfil the requirements of the postgraduate archive training courses for pre-qualification experience of working in an archive repository.

	This is what we need you to do: 
· Contribute to the frontline service as required, welcoming all visitors to the Heritage Hub at Reception, giving information about available resources, registering new customers wishing to access the research room, overseeing the use of original documents, fetching items from the strongrooms and replacing them after use, in accordance with professionally recognised standards
· Support the work of the Collections Management team by helping to accession, appraise, catalogue and package documents, both analogue and digital

	· Answer email and telephone enquiries about our resources and services 
· Support Gloucestershire Archives’ volunteers, participating in specific volunteer projects as required 
· Participate in, and help with, Gloucestershire Archives’ learning & outreach events as required 
· Help to organise and publicise events for the Friends of Gloucestershire Archives (F.O.G.A.) and share administrative duties for this charity with archive staff 



Monitoring and ongoing development of outcomes

As part of the annual appraisal, outcome-based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.
	The ideal candidate will have... 

Experience

· Experience (however brief) of working or volunteering in an archive repository
Knowledge, Skills and Understanding
· Have an awareness of good customer service, being helpful, polite and tactful when dealing with customers, colleagues and volunteers
· Good communication skills, both written and verbal, with an eye for detail
· Good ICT skills and computer literacy, with competence and confidence to learn new applications 

· Understanding of the principles of confidentiality; awareness of information legislation and its relevance to archive work

· Willingness and ability to lift boxes and handle records using safe lifting and handling techniques as document production is a required function of this role
	     Behavioural attributes
· Quick and willing to acquire new skills
· Works flexibly, efficiently and effectively
· Good team-worker and communicator
· Motivated and able to problem solve
· Produces high quality work to time
      Education & Qualifications

      Essential:
· An undergraduate honours degree

· Intention to undertake an accredited course of post graduate archive training in the near future


