Archives Coordinator

Exciting opportunity for an experienced Archives Coordinator to join the Uniting Church in Australia, Synod of WA. This role is reporting to the Executive Officer: Culture of Safety and working closely with the Culture of Safety Team and the Archives Volunteers.

This is a Permanent, Part-time (0.4 FTE) opportunity.

This role will be involved in the following areas (among others):

· Administration of the Synod archive work in accordance with the Uniting Church Synod of Western Australia Archives Policy
· Co-ordinating and managing the work of the archive volunteers
· Supervision of the reception, cataloguing and storage of archival materials from congregations and Uniting Church organisations

The successful candidate will have a proven ability to work in a team environment, excellent communication skills, effective time management skills and the ability to pay strong attention to detail.

The closing date for applications is 31 May 2021 at 5pm, however we will be commencing shortlisting immediately and recommend you submit your application as soon as possible. We reserve the right to close applications prior to the closing date.  To apply, please email a cover letter outlining why you believe you are the best candidate for this specific role together with your resume to Andrew Liepins, People and Culture Advisor, at people&culture@wa.uca.org.au. If you would like further information about the role please contact us on (08) 9260 9800.
Candidates will need to demonstrate a capacity and willingness to work within the Christian ethos and polity of the Uniting Church. Candidates must have the right to live and work within Australia. 
Please note only short-listed candidates will be contacted.
