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JOB DESCRIPTION: Digital and Oral History Archivist

Responsible to:  Archive Manager

Pay rate:  £250/day with 2% inflation in year 2 (1 day a week for Year 1, 1 day a month for Year 2)   Full fee £16060 

Key Responsibilities:


1. To establish a digital preservation strategy that caters for long-term preservation of digital objects, both born-digital and assets created from digitisation. 
2. Research and recommend a digital preservation system suitable for our Digital Timeline. 
3. Work with Archive Manager and Young Archivists to determine items that will be part of our digital timeline.
4. Create Digital Timeline which complies with National Lottery Heritage Fund’s digital guidelines.
5. Provide recommendations on sustainable, low-cost digitisation methodologies 
6. Train Hackney Shed Team on how to maintain Digital Timelime
7. Support Archive Manager in archival research
8. Lead on training the young archivists and Archive Manager on collecting Oral Histories.  
9. Work with Archive Manager and Young Archivists to record 15 Oral Histories, recording 5 themselves and training the team to record the other 10.  
10. Transcribe all Oral Histories
11. To work with and liaise with Partners, Hackney Archives, Chickenshed and our Archive Manager throughout the project within the context of our partnership agreements. 
12. To attend Monthly Young Archivist meetings when required.  
13. To prioritise access and inclusion across all aspects of the project, working with the wider Hackney Shed Team to ensure any additional access materials or support required is provided for the project.  
14. To work closely with staff and volunteers to meet Health & Safety Requirements. 
15. To be pro-active in ensuring adherence to the requirements for Safeguarding & Equal Opportunities policies.  To constantly monitor and to actively promote good practice amongst all members, volunteers, parents/carers and the public.
16. To adhere to the inclusive philosophy and equal opportunities policy of Hackney Shed during the provision of your services.
17. The Digital and Oral Histories Archivist may be required for additional meetings or duties outside of work hours.  These will be arranged as necessary, and terms and payment agreed on an individual basis if regular hours are exceeded.
18. To communicate any issues regarding members, staff or safeguarding to the Artistic and Executive Director (Vicki) or board as appropriate.  Please note that Vicki Hambley is the Designated Safeguarding Lead (DSL) for Hackney Shed. 


Person Specification:

	
	Essential
	Desirable

	1.      Qualifications And Experience:
	
	

	1.1 A relevant degree, professional qualification or proven experience in digital archiving and Oral Histories 
	*
	

	1.2 Knowledge & experience of significant laws, regulation and best practice including health & safety, child protection, risk management, GDPR and compliance.
	
	*

	1.3 Relevant safeguarding certificate or willingness to undergo training
	*
	

	1.4 Experience working with children and young people in an inclusive setting
	*
	

	
	
	

	2. Abilities/Skills:
	
	

	2.1 Excellent IT skills and proven ability to create digital timelines
	*
	

	2.2 Ability to maintain and nurture relationships, create opportunities and develop new relationships.
	*
	

	2.3 Ability to handle a varied workload to tight and conflicting deadlines
	*
	

	
	
	

	3. [bookmark: _Hlk18512412]Disposition/Attitudes
	
	

	3.1 Ability to work co-operatively and productively with other members of a team, volunteers, parents, carers and stakeholders.
	*
	

	3.2 A positive role model to members and stakeholders.
	*
	

	3.3 A drive to work alone and in a team.
	*
	

	3.4 Act sensitively to the needs of the situation as may be required.
	*
	

	3.5 Ability to apply logic and judgement to practical situations to come to an effective, diplomatic or pragmatic solution.
	*
	

	
	
	

	4. [bookmark: _Hlk18512015]Training & Equal Opportunities.
	
	

	4.1 Willingness to keep professional knowledge and skills up to date.
	*
	

	4.2 Commitment to equal opportunities and inclusive policy and practical awareness of how to implement it.
	*
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