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Important Information about the Job 

 

Job Title Archivist (Maternity cover) 

Salary £27,056 per annum, paid on a pro rata basis.  

Location Somerset Heritage Centre, Brunel Way, Norton Fitzwarren, 

Somerset TA2 6SF 

Hours of Work The job is offered at 30 hours per week, over 4 days. The normal 

working days will be Tuesday to Friday. The offices of the 

Somerset Heritage Centre are open daily from 8am to 5.15pm, 

Monday to Friday. Some evening and weekend working will be 

required, for which time off in lieu will be given. 

Contract 9 months fixed-term contract 

Probationary Period The probationary period for this post is three months. 

Leave The annual leave entitlement for this position is 29 days per year 

on a pro rata basis. Public holidays are additional to the annual 

leave. 

Notice Period The notice required is one month from either the employee or 

the Trust. 

Disclosure and Barring 

Service Check 

A Disclosure and Barring Service (DBS) check is not required for 

this position. 
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Job Description 

Job Title Archivist (Maternity cover) 

Reports To Archives Engagement Manager 

Team Somerset Archives & Local Studies (Somerset Heritage Centre) 

Job Purpose 

 

 

 

To provide cover for maternity leave, working within a small team 

delivering an effective and efficient front-line heritage service. 

To undertake public service work, at the Somerset Heritage Centre 

and in North Somerset, dealing tactfully and politely with a wide 

range of people. 

To accession and catalogue new collections, and to play a lead role 

in the preservation of digital media. 

Working 

Relationships 

Internal: All staff and volunteers.  

External: SWHT partner organisations, members of the public, 

representatives of other organisations, and suppliers. 

Has contact with a wide range of people and is responsible for 

delivering an efficient and customer-friendly service, requiring 

diplomacy, tact, and a good knowledge of archive collections and the 

services provided.   

An archive service is provided, by agreement, with North Somerset 

Council.  The post holder is responsible for the delivery of this 

service, including quarterly visits - acting as sole representative for 

archive advice on these occasions. 

May be asked to demonstrate procedures to new members of staff, 

volunteers or work placement students. 

Additional 

Information 

This is a varied role, often public facing with the need for regular and 

positive contact with people using the service and depositors, by 

phone, email and face to face. The tasks are carried out on a rota 

basis, including cover in the searchroom and strongrooms as 

required. 

The role includes occasional weekend and evening work.  

The ability to travel round the county is essential as the post holder 

delivers an archive service in North Somerset; the post holder may 

also be required to work at another site on occasion, e.g. Devon 

Heritage Centre, or a community venue. 

The job involves regular periods of standing, with bending and lifting 

(e.g. while shelving or moving stock). 
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Key Responsibilities and Tasks 

 

1. Undertake professional archivist duties: Research and respond to enquiries and provide 

specialist advice on accessing, interpreting and reading archival sources.  Use experience and 

expert knowledge to provide appropriate responses to a wide range of enquiries, giving 

guidance on appropriate documentary sources for research needs and legal enquiries.  Establish 

what the enquirer is asking about, what archives could be of help, and decide the most 

appropriate way to communicate this information. 

2. Accessioning: Undertake accessioning procedures for deposits of archives, as part of a team.  

Use judgement and understanding to establish ownership, intellectual rights, and permissions 

for use, with the organisation or individual depositing the archives.  Process the archives in line 

with statutory requirements, including copyright, Data Protection and Freedom of Information. 

3. Partnership work – North Somerset:  Partnership work with North Somerset Council to 

provide a professional archive service.  This includes researching and responding to enquiries, 

delivering a public archive service directly in libraries (through quarterly visits), providing advice 

and guidance about archive deposits, and implementing any agreed service enhancements. 

4. Digital Preservation:  Contributes to the preservation of existing digital media and new digital 

accessions, working with our digital preservation system and our cataloguing software to 

improve access to our digital holdings. 

5. Outreach: Deliver outreach in Somerset, North Somerset and surrounding areas as required 

(potentially including talks, displays, guides, and web content). 

6. Cataloguing collections: Use professional palaeographical skills and knowledge to catalogue 

archive collections. Use a computerised archive document management system, create 

hierarchical structures to sort, organise and reconstruct archival collections to provide high 

quality public access. 

7. Premises: Assists with occasional opening and closing of the Heritage Centre, including 

operating security alarms, building checks (lighting, heating, etc.), and preparing equipment for 

public sessions. 

8. Working for the SWHT: Follow and comply with all policies and procedures of the Trust which 

includes the Trust’s Health and Safety procedures in the workplace, ensuring personal safety 

and the safeguarding of the interests and safety of all staff, trainees, visitors, and others at the 

Trust.  Uphold the working values and expectations of the South West Heritage Trust. 

9. Carry out other duties relevant to your post as reasonably required by your line manager and 

the SWHT leadership team. 
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Person Specification 

 
To succeed in this role you will need to demonstrate: 

 Essentials Desirables 

Qualifications Educated to degree level, with 

recognised post-graduate 

qualification in archive 

administration. 

Customer service training. 

Experience The post is appropriate for a 

recently qualified archivist with 

an aptitude to develop key skills 

to the necessary level, or for a 

more experienced archivist 

already possessing those skills.  

Ability to work flexibly in a 

team. 

Familiarity with appropriate 

national and international 

archival standards. 

 

Skills/Knowledge Excellent administrative and 

organisational skills. 

Cataloguing and palaeographical 

skills. 

Knowledge of basic archive 

sources held in a County Record 

Office. 

Computer literate, with 

experience of using Microsoft 

packages including Word and 

Excel, and of using databases. 

Knowledge of Latin. 

 

Attributes Positive attitude and excellent 

communication and 

interpersonal skills. 

Ability to manage your time 

effectively and meet deadlines. 

Attention to detail. 

Able to demonstrate the ability 

to remain calm under pressure. 

Able to work flexible hours as 

required.  

 

 


