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Project Archivist Job Role FCCCOCIO ﬁ
WARNER TEXTILE
Job Profile
Job Title Project Archivist
Location Warner Textile Archive, Silks Way, Braintree, CM7 3GB
Salary £26,861
Hours 37 per week (full-time)
Contract Temporary
Reports to Archivist
Supervises Interns and volunteers
1. Implement the cataloguing and digitisation workstream of the Warner
Textile Archive Collection Digital Threads Project, to recognised
professional standards.
Job Purpose
2. Train and supervise collections interns and volunteers contributing to the
Digital Threads Project.

Principal Accountabilities

Collections cataloguing, digitisation, preservation and access

1. Lead the Warner Textile Archive Digital Threads Project workstream to catalogue and digitise
the paper designs, textiles, associated objects and information within the Archive Collections.

2. Develop, apply and maintain authority records, cataloguing terminologies and digital image
metadata to improve quality and reliability of records within Collections Index+, to facilitate more
effective access of the collection.

3. Ensure the Archive’s Collections Development Policies, Plans and Manuals are implemented to
Arts Council England Accreditation Standard including to the latest version of SPECTRUM and
ISAD(G) and ISAAR (CPF).

4. Support the development of improved digital preservation standards, strategies and workflows
particularly during the transition from server to cloud storage and from external to internally
generated digital images.

5. Contribute to the procurement and development of Digital Asset Management Systems and
collections online to publish the Warner Textile Archive Collection whilst ensuring protection of
intellectual property rights.

Conservation

6. Supporting improved preventative conservation of the Warner Textile Archive Collection
including the production of inert polyester sleeves for paper designs to meet the requirements of
the Digital Threads Project.

Volunteer Management

7. Coordinate volunteers to enable the development of digital access and management of the
Archive Collections.
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8. To support the training and monitoring of interns and volunteers working on the Collections to
ensure that they meet the required standards of work.

Security, Maintenance, Health and Safety
9. Act as key holder for the Archive building and support building security procedures.
10. Act as Fire Marshal and contribute to the implementation of emergency planning procedures.

11. Work collaboratively with colleagues to ensure Archive services and opening hours are
maintained.

Project Delivery and Performance
12. Deliver allocated performance targets established in the Digital Threads Project are achieved.

13. Provide a monthly progress report to the Museums Director against the relevant Digital Threads
Project performance indicators.

14. Contribute to publishing in the Trust’'s News, social media and website channels information
about the Archive Collection and Digital Threads Project.

15. To ensure that in collaboration with colleagues the business opening hours of the Archive are
met.

Trust Accountabilities

e To take responsibility for maintaining own health and attendance.

o Comply with all Trust policies including Equal Opportunities Policy and Safeguarding Policy in
all areas of employment and service delivery.

o Any other associated duties detailed by the Museums Director or his representative.

e To advise the Museums Director if, at any time, the above duties and responsibilities cannot be
performed.

Skills, Knowledge and Experience
(Tested at application and interview stage)

Experience and Qualifications

Essential

o A degree-level qualification or equivalent relevant experience in archives, museums, history,
textiles or a related subject

e Minimum of two years’ experience of collections and record management; digitisation and
research of textiles or a related archive or museum collection.

e Experience of the management of volunteers

o Experience of Museum collections databases ideally Systems Simulation Collectionsindex+

Desirable

e A postgraduate degree in Museum Studies or a related subject recognised by the Archives and
Records Association (ARA) or alternatively Associateship of the Museums Association (AMA).

Skills and Knowledge

Essential

¢ Knowledge of collections documentation standards including SPECTRUM, ISAD(G) and ISAAR
(CPF).

e Understanding of metadata, authority records, terminology standards and cataloguing
principles.

o Awareness of digital preservation principles and good practice.
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e Strong IT skills including Microsoft 365 and confidence working with databases and digital
systems.
An established interest in applying digital technology to archival practice.
Excellent attention to detail, accuracy, logical and methodical.
Strong communication and teamworking skills
Proven ability to manage workloads and meet project deadlines.
Demonstrated research skills in costume and textile collections.

esirable
Working knowledge of textile terminology and cataloguing conventions.
Experience of digital image creation and management.
Understanding of intellectual property rights in heritage context.
Full current driving licence.

....U.....

Conditions

Working hours
Flexible working to meet the needs of the Trust including evening and weekend working on a time off
in lieu basis.

Working conditions
The role will require working at height with mobile shelving and manual handling of oversize textile
boxes and largescale artworks.
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