[image: image1.png]



Methodist Ladies' College

A COLLEGE OF THE UNITING CHURCH

JOB DESCRIPTION

	Job Title: Archives Assistant (Part-time 0.4)

	Department:  Archives
	Reports to:  Archivist

	

	Main Duties

	1 Accessioning and cataloguing of archival material using Archive Server 

	2 Assisting with queries for information and retrieving records on request from administrative and educational staff.

	3 Monitoring and collecting internal series including publications, catalogues, organisational and support group records 

	4 Carrying out conservation measures such as removing pins and re housing documents, mending, cleaning and labelling uniforms, cleaning and wrapping trophies, removing photographs from inappropriate storage and re housing in acid free albums, photo copying and filing.

	5 Maintaining the accuracy and integrity of the past student data base.

	6 Maintaining past student files by making appropriate listings and the retrieving  and refiling of records as requested.

	7 Preparing box lists and labels and re housing record deposits

	8 Planning and developing and delivering displays

	9 Scanning and manipulation of images, management of an image data base.

	10 Carrying out research. for specific projects

	11 Working with volunteers on specific projects.

	12 Understanding and applying Occupational Safety and Health requirements in the work place.


	

	Required Skills, Knowledge and Experience

	· Flexibility, adaptability and ability to cope with various demands.

· Self-motivation and ability to work with limited direction.

· Commitment to the Christian ethos of the College.


SIGNED:_________________________
DATE:___________________________

(Employee)

SIGNED:_________________________
DATE:___________________________

(Business Manager)
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