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Job Description 

Job Title:		Project Archive Cataloguer
Department:		School of Advanced Study
Section:		The Warburg Institute
Level:			Level 04 (CTS)
	
Job Purpose:

	One-year fixed term cataloguer to catalogue correspondence and other documentation from the years 1933 to 1936 (in English and German) relating to the transfer of the Warburg Library from Hamburg to London.

	
1. Catalogue archival materials at item level (including metadata and content descriptions/abstracts) to agreed targets (c. 20 records per day) and ISAD(G) standards using the Institute’s Axiell/CALM database (or any management system replacing this database).
2. Perform collection-based research as necessary to enhance records.
3. Utilise historical knowledge to improve the visibility and accessibility of the collection, contributing (as required) to Warburg Institute social media, exhibitions and outreach.
4. Ensure accuracy in the cataloguing work.
5. Handle historical documents (including lifting, carrying, using a trolley) within the Special Collections Store and Reading Room environment.
6. Apply an awareness of GDPR, and IP/copyright.
7. Monitor workflow against agreed targets and milestones and prepare reports as required.
8. Work in a team together with the Archivist, the Graduate Trainee and volunteers to ensure work is integrated with ongoing activities.
9. Maintain a professional approach at all times and create good working relationships with Warburg Institute colleagues.
10. To make themselves aware of and follow all applicable University policies.
11. Maintain an awareness and observation of fire and health and safety regulations.
12. Any other duties consistent with both the grade and scope of the post.
13. Any other duties reasonably required of the postholder by the reporting manager.

	
Reports to:

Responsible for:

	
The Warburg Institute Archivist

N/A

	
Additional demands of the role: 

	
N/A






	
Person Specification


	
EXPERIENCE & PERSONAL QUALITIES

Essential:
Good organisational skills with the ability to prioritise and to manage and meet deadlines.
Good writing, communication and presentation skills and the capacity to produce clear and accurate documentation, with excellent attention to detail.
Experience of working as a supportive team member, while being able to work independently on a project.
Ability to take responsibility for correcting and resolving problems

Desirable:
Experience of project-based archival cataloguing, working to targets and standards


	
TECHNICAL KNOWLEDGE & SKILLS

Essential:
A competent level of knowledge of Axiell’s CALM software, demonstrated by significant practical cataloguing experience.
Familiarity with current international standards of archival description.
Knowledge of data protection principles and their practical application.
A competent general level of IT skills, especially experience of using MS Office.

Desirable:


	
EDUCATION & PROFESSIONAL QUALIFICATIONS

Essential:
A Bachelor degree or equivalent, preferably in a relevant subject such as history or German
A degree in Archives and Record Management, a recognised archival qualification or equivalent cataloguing experience.
Very good knowledge of German.
Palaeographical skills (especially German Current script).
A good understanding of European history and politics of the 1930s.

Desirable:














	
Competency Requirements

	
Essential
	
Desirable

	
Academic Community focus 
	B
	C

	
Adapting to change
	B
	

	
Creativity and innovation
	B
	

	
Customer focus (optional)
	B
	

	
Interpersonal understanding 
	B
	C

	
Leadership 
	
	A

	
Managing resources 
	
	A

	
Organisational commitment 
	B
	B

	
Proactivity and planning 
	B

	C

	
Problem solving and decision making 
	B
	B

	
Resilience
	B
	B

	
Staff development and commitment to learning (optional)
	B
	B

	
Stakeholder focus (optional)
	B
	C

	
Striving for excellence (optional)
	B
	B

	
Working collaboratively with others
	B
	B

	
Competencies are scored on an A-D scale, with D representing the highest demonstration of the competency.
For further information on each of the competencies and relevant levels, please refer to the University’s Competency Model: https://london.ac.uk/sites/default/files/governance/UoL-Consolidated-Competency-Model-%28Updated-Oct-2018%29.pdf 
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