@ Murray Edwards College
University of Cambridge

Department: Library

Line manager: Librarian

Line manages: N/A

Salary band: Band 5

Hours: Part-time — 2 days per week/15 hours per week (flexibility available)

Financial responsibility: N/A

DBS check required: No

To provide a high-quality archive service and facilitate the College’s information and records management
processes.

The post holder will undertake tasks which support the effective delivery of archive services to College
members and visitors.

The post holder will provide guidance on retention schedules, and with the Compliance Officer provide
guidance on information governance and policies to Heads of Departments and the Bursar.

The post holder will support the College Data Protection lead in meeting information compliance
obligations.

e Management of the College Archives, including the appraisal, accession, cataloguing and
preservation of documents transferred from College departments, Fellows, Alumnae and the
general public.

e Look after the College’s photographic archive. Provide advice and guidance to departments using
college images.

e Respond to archive enquires offering a high standard of customer service. Supervise archive visits
and advise archive users on the collection, admissions policy, handling procedures, reprographic
arrangements, GDPR and intellectual property rights as required.

e Create and maintain an archival collection management policy.

e Ensure the Archive is EN 16893:2018 compliant and monitor security and environmental controls.

e Promote the archive collection and prepare exhibitions of archival material.

e Investigate and develop a digital archiving and preservation programme for College’s archive
material.

e Liaise with Cambridge University Library to maintain the archive management system, currently
ArchiveSpace.

e Promote a positive information and records management culture in College. This may include
working with the Compliance Officer to advise staff on managing their documents and records
both in paper and electronically.
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Liaise with departments to develop a good understanding of records generated by each
department and identify where duplication of records occurs across College.

In collaboration with the Compliance Officer management of the College’s paper and electronic
records through their life cycle, including transfer to archives or disposal.

Ensure you are fully conversant with the College’s policies on records management.

Support the Compliance Manager in maintaining the Information Asset Register listing the
College’s key assets.

Create and maintain a business continuity plan for the archive and records management.
Support the Librarian by feeding archive and records management concerns into the Library
disaster plan, risk assessment and corporate risk assessment documents.

Advise the Librarian on budget requirements for the archive and records management for
inclusion in the yearly budget submission.

Prepare the archives and records management annual report for inclusion in the Library annual
report.

Keep up to date with archive and records management practices. Work with the Compliance
Officer to stay up to date on policies related to information governance and legislation changes
affecting College paper records.

Attend the appropriate College and external committees relevant to the role.

Any other duties as could be reasonably expected within this role.
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Essential

Qualifications: e Educated to Degree level or
equivalent.
e Postgraduate Qualification in
Archives, Records Management or
Information and Library
Management.
Skills, knowledge and e Previous experience in an °
experience: Archivist/Records Manager role
e Knowledge of archive and records
management principles and .
practice
® Previous experience of cataloguing
using ISAD: G and NCA Rules

o Working knowledge of EN o
16893:2018

e Experience of dealing with archive
enquiries J

e Knowledge of key legislation
relating to archives ie. GDPR,
Freedom of Information and
copyright

e Previous experience of liaising with
a wide range of people and/or

departments
IT skills: e Good IT literacy .
® Previous experience of using an
Archive Management System o

¢ Previous experience of Office 365,

Sharepoint and cloud storage
Personal attributes: o Ability to communicate effectively,

both verbally and in writing

e Convey information clearly and
concisely

e Awareness of good customer care

o Ability to deal with a wide range of
readers

e Diplomacy and discretion

o Ability to work without supervision
using own initiative

e Attention to detail

e Excellent organisational skills

o Ability to work to prioritise and
work to deadlines

o Ability to solve problems

Desirable

Experience of working within
an academic or collegiate
environment

Knowledge and experience or
an interest in digital archiving
and preservation for a variety
of formats

Experience of delivering
training on archive material
and resources

Previous experience of
putting on archive exhibitions

Previous experience of
ArchiveSpace

Knowledge and use of social
media to promote collections



