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Job Description: Project Archivist, Scottish Women’s Aid Heritage Project
This is a new post (one of two part-time Archivist posts dedicated to this Project) to work specifically on a joint partnership project with Scottish Women’s Aid, Scotland’s leading voluntary sector organisation working to prevent domestic abuse and promote effective policy and practice responses for women, children and young people who experience domestic abuse.  

To mark SWA’s 40th anniversary, the organisation is working with Glasgow Women’s Library, Glasgow University’s Centre for Gender History and Women’s History Scotland to deliver a heritage project which will collect, conserve, analyse, celebrate and share the history and achievements of the Women’s Aid network in Scotland.  

Funded by the Heritage Lottery Fund (HLF) for two years, this Project will bring together the currently dispersed heritage of the Scottish Women’s Aid movement into a single accessible archive to record, preserve and disseminate the history of Women's Aid in Scotland.

Hours of work:    21 hours per week

Salary:
   
    £28,106 per annum PRO RATA Plus 6% Employer’s Pension Contribution

Holidays:
    25 days per annum plus 12 public holidays

Reporting to:
    Enterprise Development Manager, Glasgow Women’s Library

Main Purpose:    To inspire, motivate, educate and inform a broad range of people in the involvement, care, interpretation and use of the Scottish Women’s Aid archives, based at Glasgow Women’s Library

Main Duties and Responsibilities: 

To collect, appraise, catalogue and conserve archive materials relating to the Scottish Women’s Aid Movment, leading to digitisation of some aspects of the collection

To undertake a programme of oral history interviews and outreach activities to gather stories and histories relating to Scottish Women’s Aid

To train groups of volunteers in archive related skills with due respect to the safe handling of records and ISAD(G) international cataloguing standards 
To develop a Toolkit relating to the Project

To network with relevant individuals and organisations in order to recruit volunteers, promote the Project and promote GWL as a safe and appropriate place of deposit for future donations

Train GWL staff and volunteers in the safe handling of archival material

To respond to telephone, written and email enquiries regarding the Project 

To attend and contribute to regular GWL staff and wider Project team meetings and supervision sessions 

To undertake appropriate training and staff development

To undertake any other reasonable duties, commensurate with the job title, as may be determined by the Library, and work within its policies and procedures.

Posts are for a fixed term period of two years, funded by the Heritage Lottery Fund
Closing date: Friday 23rd October 2015 at 1pm.  

Interviews will be held on Monday 9th and/or Tuesday 10th November 2015

Glasgow Women’s Library is committed to promoting equality and diversity 

Applications are welcomed from all sections of the community 

Applications will be accepted from women only under Schedule 9, part 1 of the Equality Act 2010.  
Person Specification: Project Archivist, Scottish Women’s Aid Heritage Project
The Person Specification is designed to let applicants know what is required in relation to the attributes of a successful candidate. The Person Specification is divided between 'essential' and 'desirable' attributes. 

In order to convince the selection panel that you should be short-listed for interview, you must be able to show that you meet all the essential requirements. If you can also meet some or all of the desirable requirements, then you will have further advanced your case for a successful application.

Please try to structure your own answers on the application form to show the panel how you meet these requirements, especially the essential ones. If you are called for interview, the panel will ask you questions specifically designed to confirm your ability to meet such requirements.

	Skills and Abilities


	Essential
	Desirable

	An ability and enthusiasm to motivate, educate and inspire a broad range of people
	√
	

	Skills required to train groups of volunteers in archive related work with due respect to the safe handling of records and international cataloguing standards 
	√
	

	Ability to lead group learning activities and training with confidence, patience and sensitivity
	√
	

	Excellent organisational skills, with the ability to manage a wide range of tasks and meet deadlines
	√
	

	Ability to prioritise and manage sometimes competing demands and to work well with limited resources
	√
	

	Ability to think creatively
	√
	

	Ability to work as part of a team
	√
	

	Ability to use own initiative and organise own workload
	√
	

	Excellent communication, presentation and interpersonal skills, both written and verbal
	√
	

	Good IT skills including word processing and database management
	√
	

	Ability to work flexibly including evenings and occasional weekends if required 
	
	√

	Experience


	
	

	Experience of working as an Archivist
	√
	

	Experience of using evaluation and monitoring tools and techniques
	
	√

	Experience of liaising with and working effectively in partnership with other organisations 
	
	√

	Knowledge


	
	

	Hands-on knowledge and experience of computerised archive management systems
	√
	

	Sound background in ISAD(G) standards for archival collections
	√
	

	A knowledge and understanding of women’s equality and social inclusion issues
	√
	

	Training and Qualifications


	
	

	A relevant professional qualification 
	√
	

	Other


	
	

	Interest in women’s history and achievements
	
	√
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