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DUTY STATEMENT
ARCHIVIST
Main routine tasks
· Receiving, documenting routine transfers of administration files and other deposits

· Maintenance of digital image collection and associated database

· Active seeking of new materials for archival collection

· Retrieving student and other files for admin. staff

· Locating materials, particularly photographs, for various school publications

· Liaison with Presentation Sisters archivist on materials and issues of common interest

· General management of collection and infrastructure

Special Projects (in priority order)

1.
Collection Finding Aid

A simple Excel spreadsheet has been adopted as an interim database for recording data on collection content and location. There is a significant backlog of data entry required for formal deposits as well as completely unregistered materials.

2.
Housing & documentation of physical photograph collection

Archive holds formal and informal physical prints dating from the early 1970s. Formal prints need housing in archival systems; the vast collection of informal images in sticky albums and original printshop envelopes needs culling before archival storage.

3.
Retention & Disposal Schedule

WA school archivists are currently cooperating to develop a WA-centric Retention & Disposal schedule for independent schools. The Iona archivist is an active participant in the work; the final product will be adopted by Iona as a key document in archival management. Continued Iona archivist participation in the development of the Schedule is strongly recommended.

4.
Housing, listing of building plans

Archive currently has custody of past and many current grounds and building plans - largely undocumented and primitively stored. Liaison with school property manager required to establish custody, documentation, storage and access protocols.

5.
Student file re-housing

These are routinely transferred to the archive annually and are currently stored by year. In consultation with senior administrators, a decision has been taken to store all student files in a single alphabetical sequence. The tasks here include culling file content according to an in-house retention and disposal guideline, rehousing permanent retention materials in large format envelopes, retention and annual destruction of non-permanent materials according to legal requirements

6.
Assessment and storage of College artworks, print collection

Archive has custody of framed artworks (prints and originals) formerly displayed on College walls. Collection needs critical assessment for retention and disposal decisions before planning proper storage system.

7.
Student file recovery

An earlier student file cull process removed materials now regarded as worthy of permanent retention. The removed materials from about twenty years of files remain undestroyed but in disarray in non-archival storage boxes. Discovery and re-filing of permanent materials to be commenced after completion of 'Student file re-housing' project above.

8.
Pennant & shield inventory

College has a significant collection of historic and recent shields and sports pennants - mostly housed in display cabinets in school hall. Documentation and archival assessment is required.

