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To accompany job description and person specification when required

Job title: Collections Assistant (reprographics)
Directorate/Service/Team: Legal & Democratic/ Archives and Records/Dorset History Centre


Organisation Structure 
Reporting to: Archive Conservation Officer
Responsibility for: Not applicable

The Joint Archives Service (JAS) based at the Dorset History Centre (DHC - formerly the Dorset Record Office) is part of the Corporate Services directorate of Dorset Council. DHC houses the archives of Bournemouth, Dorset and Poole and the Local Studies and literary collections for Dorset. The JAS is funded through an agreement with Bournemouth, Christchurch and Poole (BCP) Council. 

The purpose of the JAS is to collect, preserve and make accessible the archives and records of the geographical county of Dorset onsite, offsite and online. The service strapline is ‘a thousand years, a million stories’ and encouraging access to this huge resource, the ‘raw materials of history’ whilst ensuring the integrity and long-term preservation of the c. 9,500 collections is its key purpose.

The Service is led by the Service Manager for Archives and Records supported by the Principal Archivist, Data and Information Manager and the Museums Advisor for Bournemouth, Christchurch and Poole.

The Operations Team headed by the Principal Archivist consists of the Community Engagement Officer (Archives), the Archivist (Digital Preservation), the Archivist (Collections), the Archive Conservation Officer and the Archivist (Public Services). The latter is the line manager for the team of History Centre Assistants who operate the public search rooms. The Operations Team provides a wide range of services covering preservation and collections care to access on site at the Dorset History Centre, off site through community engagement and learning as well as online through the web.

The JAS works with internal and external partners, seeking to enhance the impact of its work. Key partners are:
• Colleagues across Dorset Council;
• Heritage and Information colleagues in BCP;
• DC's Records Management Unit;
• Dorset Archives Trust;
• Owners and depositors of archives;
• Dorset museums and libraries;
• Primary, Secondary, Tertiary and Higher education;
• Voluntary and third sector bodies.

Context of Work

As Collections Assistant (Reprographics) this post will deliver a vital element of the Dorset History Centre’s strategic plan, working towards increased public use, awareness and access to Dorset’s historic archive collections. As part of a small collaborative team, the postholder will digitise a broad range of archival materials, producing high‑quality digital images for internal projects and external clients.

Based in Collections Care as part of the larger Operations Team at Dorset History Centre the postholder will work under the direction and management of the Archive Conservation Officer with appropriate support and guidance from the Archivist (Public Services). Working alongside a team of History Centre Assistants there will be the opportunity to handle a fascinating range of unique historical documents and the chance to develop a knowledge of digitisation processes and document handling skills.
Much of the work will involve using a digital SLR camera and specialist image editing software to produce digital images of a range of material from the historic archives held at Dorset History Centre, as well as records from external clients. The role requires an ability to work methodically and to handle fragile documents with care and respect. 

Specific areas of work include:

· Assessing the suitability of materials for digitisation including physical condition, size and format under the guidance of the Archive Conservation Officer.
· Produce high‑quality digital images of archive material using a static photography set‑up, ensuring DHC’s digitisation standards, preservation standards and the safety of the material is considered at all times. 
· Process and prepare image files using editing software, ensuring accurate cropping, colour correction, and overall image quality. Carry out image stitching where required.
· Label and organise images to support efficient bulk upload to DHC’s digital preservation system, Preservica.
· Handle fragile and sensitive archive material safely and appropriately, following established preservation guidelines.
· Maintain the integrity of the historic archive material by locating, retrieving and re-shelving records in a timely and accurate manner.
· Work effectively with colleagues across DHC and liaise professionally with external clients and partners


Other information  

· The post holder will have responsibility for photographic equipment and associated software
· This post requires the lifting and moving of heavy boxes of archival material
· There is a requirement for significant use of IT and a high level of computer/keyboard work
· The post holder may also provide occasional support to the public service team under the direction of the Archivist (Public Services)
· The post holder may also assist across the Service, including collections management, library and archive organisation, marketing, outreach, education, and community work
· The majority of the role requires working on-site at DHC. Occasional home-working permitted with prior arrangement and agreement.

Essential skills

You will have:
· Attention to detail with the ability to spot inaccuracies and inconsistencies in file naming, image quality etc. 
· A willingness and ability to acquire relevant technical skills.
· Excellent interpersonal and team-working skills 
· An organised and flexible approach to work.
· Good problem-solving skills
· Self-motivation and an ability to work under pressure to meet targets and deadlines without supervision.
· Experience with using a Digital SLR camera
· Manual dexterity and the ability to handle archive material carefully and to the Archive Service standards
· Able and willing to handle and carry boxes, documents and volumes which can be heavy and cumbersome.

Desirable Skills

· Experience of working with archive collections and handling delicate material.
· Experience and understanding of using image editing software including Photoshop.
· Knowledge of Collection Management Systems


Travel Requirement

There is no significant travel requirement for this job.
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