Job Profile 
Apprentice Archives Assistant    	Grade: Apprentice		Date created:  June 2022

	About the Job    
To help people access the Archives’ collections and fully utilise all services provided by Gloucestershire Archives at the Heritage Hub.  This post is a fixed term, two year post funded by the National Lottery Heritage Fund as part of the Sounds of the South West project. 


	This is what we need you to do... 
· Welcome all visitors to the Heritage Hub giving them information and advice on all available resources 
· Oversee the registration of people using the research room, in accordance with professionally recognised standards
· Ensure people using original documents are aware of research room rules and understand security arrangements

· Issue and receive documents to/from people at the document control area, observing correct document handling and information security procedures
· Supervise the public using the research room; respond to basic enquiries.
·  Retrieve documents from the strongrooms and replace them correctly after use

· Take payments from visitors buying items from the Archives and Gloucestershire Registration Service 

· Keep facilities in the public area neat and tidy and accessible to people with disabilities; ensure noticeboards and all publicity material is up to date
	
	
· Process pre-visit orders for documents via the online booking system 
· Respond to basic telephone and written enquiries about archive services and collections; log those that need a 
· response from staff with specialist knowledge

· Help with events, and facilities hire bookings, as required.
 
· Follow operational processes and procedures 

· Assist in the delivery of activities and resources that make archives accessible to all 

Special Conditions
· This post involves rota’d duties and the post holder must liaise with colleagues to arrange cover when booking leave
· You will be working towards the level 3 Libraries, Information & Archive Services Standard. You will be allocated 20% of your working week towards the completion of your apprenticeship qualification.

· The post holder may be asked to work out of hours and will be expected to be part of the Saturday working rota, as required

· The post requires physical fitness and an awareness of correct manual handling techniques



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 of delivering a high- quality customer service
· Proven experience of accurately and efficiently undertaking administrative tasks

Knowledge, Skills and Understanding
· An understanding of what makes good customer care; able to make diplomatic customer-focussed decisions
· Excellent people skills
· Good communication skills: able to write and speak clearly; able to listen; able to pass on information correctly and observe and react to people’s behaviour
· Good time management skills, including ability to prioritise and multi-task
· Intermediate skills in Microsoft Word and Outlook (or equivalent)
· Ability to learn quickly, retain and apply knowledge and master new tasks
· Ability to work accurately.
· Interest / experience of the archives / heritage sector and associated research skills
· Basic knowledge of copyright and information security legislation
	

Behavioural attributes
· Polite, friendly and confident
· Enjoys helping people; willing to go the extra mile 
· Doesn’t mind frequent interruptions
· Stays calm in a busy situation
· Observes procedures; focussed on doing  things the right way
· Alert
· Tactful
· Respects, reflects and promotes the service’s ethos
· Motivated to work productively without direct supervision
· Works flexibly; team worker; resilient; provides quality; takes ownership; and engaged in organisational goals

Education & Qualifications

Essential
· GCSE grades A-C in Maths and English (or equivalent)


· 
· 



