Archives and Records Manager
The National Institute of Dramatic Art is seeking a highly organised professional for the position of Archives and Records Manager.  Reporting to the Director, Operations, this role provides NIDA with advice and undertakes the practical implementation on matters relating to the appraisal, collection, retention, storage and disposition of, and access to, NIDA’s corporate, administrative, educational and performance records.  This role will be located at the facility owned by the NIDA Foundation Trust at Alexandria.
The successful applicant will: 
· Preserve records in all formats including paper records, photographs, videos, oral histories, and electronic communications.
· Advise on the design and implementation of record keeping systems.
· Support the Head of Costume in applying appropriate records collection disciplines to NIDA’s costumes of historical significance.
· Keep abreast of developments in records storage and develop corporate archival and record keeping policies and procedures.
· Provide executive and senior management with consistent and sound strategic advice on records creation, storage and access.
· Develop corporate archival and record keeping policies and procedures.
· Monitor the financial performance of the Collections/Records Management area.

· Raise the public profile of NIDA through exhibitions of NIDA’s records and archive material and other outreach activities.
The successful candidate will have:

· Extensive archival management experience and tertiary qualifications in archival/records management or a related field.
· Proven understanding and high level of competency in contemporary records management systems and the architecture and software supporting those systems.
· A sound knowledge and understanding of the performing arts and its significance in Australia’s cultural landscape.
· Strong analytical and problem solving skills.
· Excellent interpersonal skills and demonstrated ability to work co-operatively as part of a team.
· Proven ability to take responsibility, work independently and exercise initiative.
· High level oral and written communication skills, including the confidence and ability to influence at a senior level.
· Sound IT skills, with the ability to operate competently in an MS Office environment. 
· Proven understanding of financial systems and the capacity to work within a budget.

An above award total salary package range of approximately $66,840.27 - $73,876.09 (AUD) per annum, inclusive of superannuation, will be available to the successful candidate.  Subject to the completion of a satisfactory probationary period, this position is available on an ongoing basis.
To download a copy of the relevant Position Description, which includes the Selection Criteria, please go to:  http://www.nida.edu.au/WORKING-FOR-NIDA/default.aspx
Applications, quoting reference number N08/10, should be forwarded to jobs@nida.edu.au by close of business on 23 June 2010
