Job Description, Person Specification and Application Instructions
	Job Title

Records Manager/Archivist
	Department 
Research

	Reports to

Head of Research and Policy
	Location  

FBU Head Office

	Effective Date


	12 month fixed term contract


Job Description
General Scope and Purpose of Role
The Archives of the Fire Brigades Union date back to 1919 and a significant amount of work has already been carried out in relation to managing the paper records of the FBU and transferring archive material for permanent retention to the Modern Records Centre, University of Warwick.  The main purpose of this role is to complete the transfer of paper archives to the Modern Records Centre and to plan for the ongoing management of records which need to be kept for legal and compliance purposes as well as to continue to add to the already rich historical archive. The post holder will be required to assess, prepare and transfer the remaining paper records to the Modern Records Centre, review the archives/records management policy and develop procedures and systems to ensure the ongoing management of the FBU’s digital records.  The post holder will ensure that legal and compliance requirements are met with regards to the retention/destruction of records and information and that the records of historic value are captured for long term preservation.  The role requires a very effective communicator and team worker, who is able to work across departments within the organisation and liaise with staff at the Modern Records Centre. 

Duties and Responsibilities
1. Work effectively as part of team, with the Head of Research and Policy to establish scope and purpose of work, and plan steps in the project, along with an implementation programme outlining costs, resources and timescales.

2. Develop with the General Secretary and also the Head of Research and Policy, a records retention schedule which will identify records of long term historical value.

3. Appraise documentation currently stored within the headquarters of the FBU and develop strategies for appraisal which can be applied to regional offices, and additional repositories for information.

4. Work with the Building Services Manager to establish cost effective and efficient storage facilities options for documentation.

5. Work collaboratively with the IT Services Manager and Communications department to advise on, establish and agree the scope and strategy for digitisation of the union’s information and records. This should include integration with other systems, such as Membership and HR, where possible and practicable.
6. Work with the Digital Preservation Officer at Warwick University to create formal systems for transfer of digital materials to the archive for long term preservation. 
7. Establish a digital records management policy and associated best practice procedures, implementing systems of governance to ensure information is managed according to its value and risk.
8. Act as the Data Protection Officer for the Union, ensuring compliance with relevant legislation and that policies and practices are maintained and current.
9. Work and engage with staff to embed this policy within the organisation in a sustainable manner.

10. Manage and arrange training of relevant staff and officials on the new systems and procedures. 
11. Demonstrate good team working skills, and develop an understanding of the culture of the FBU to find a solution which works for the organisation.

12. Remain committed to self-improvement by conducting self-appraisals after all relevant external meetings, and assess strengths and weaknesses and address these accordingly.

13. Demonstrate a commitment to improvement by maintaining and developing skills in line with emerging organisational needs.

Specialist Skills

· A good first degree  
· A post-graduate qualification in Archives/Records Management is desirable
· Knowledge, training and/or experience of digital record keeping and preservation requirements
· Experience of setting up and/or maintaining electronic document records management systems (ERDMS) is desirable
· An ability to work quickly, independently and confidently in assessing and appraising records (eg work to deadlines and deliver results under pressure, with attention to detail)
· Good negotiation and advocacy skills

· Good communication skills both oral and written, and an ability to deal with a variety of internal and external stakeholders
· Self-motivated with sound planning, prioritising and project management skills
· Thorough knowledge of methods and practices for appraising records
· Understanding of information management and document management technologies

· An understanding of Microsoft Word, and Excel to Intermediate level
· Good knowledge of information governance and information security issues, Data Protection Act, GDPR and other relevant legislation 
General
1. To provide appropriate support to the Union during its campaigns and/or conferences as may be determined by the Head of Research & Policy or above.
2. To work co-operatively with union personnel, including providing cover relating to the role and team/Department during absence, as may be required by your Line Manager and as commensurate with the role.
3. Fulfil the requirements of the Union’s Equal Opportunities Policy and procedures and implement good principles and practices within the context of the job, daily
4. To undertake any training, and/or other duties as appropriate that are commensurate with the post as may be determined from time to time by the Head of Research & Policy, or National Officials.
5. It should be understood that this job description may change as the role develops following discussion and agreement with the post holder.  The post holder will have full opportunity to discuss this and to be active in any changes and developments.

Person Specification

The person specification below outlines the essential and desirable experience, knowledge and skills required for this role. Evidence for behaviours, knowledge and skills will be looked for throughout the selection process.

	Previous experience

	1. Experience of  setting up and/or maintaining electronic document records management systems (ERDMS) is desirable

	Skills and knowledge 

	2. Knowledge, training and/or experience of digital record keeping and preservation requirements

	3. An  ability to work quickly, independently and confidently in assessing and appraising records (eg           work to deadlines and deliver results under pressure, with attention to detail)

	4. Good negotiation and advocacy skills

	5. Thorough knowledge of methods and practices for appraising records

	6. Good communication skills (written and oral) and an ability to deal with a variety of internal and external stakeholers

	7. Understanding of information management and document management technologies

	8. Self-motivated with sound planning, prioritising and project management skills

	9. Ability to work on own initiative, taking responsibility for finding own solutions 

	10. Knowledge and understanding of equality and diversity principles and the ability to work to them   in practice

	11. Well-developed ICT skills, including ability to use a range of Microsoft Office tools (Word, Excel, Outlook) at intermediate level

	12. Good  knowledge of information governance and information security issues, Data Protection Act, GDPR and other relevant legislation

	Other requirements 

	13. Graduate with a relevant degree

	14. A  post-graduate qualification in Archives/Records Management is desirable

	15. Knowledge, experience of and/or commitment to the trade union movement


TERMS AND CONDITIONS OF SERVICE

Salary package is up to £33,468 inclusive of London Allowance, starting salary will be from £29,180 dependent on experience.  FBU is a progressive employer with a broad range of flexible and  family friendly working practices in place.  These include generous holiday allowances for annual leave, bank holidays, additional concessionary days following bank holidays, flexible working arrangements and contributory pension scheme. 

APPLICATION PROCESS

Please send your CV and covering letter, outlining how you meet the job and person specification requirements, to:

Sue Lafferty, HR Assistant, by email to suel@fbu.org.uk 

Please state in your covering letter if you are, to your knowledge, related to any employee or official of the FBU.

Shortlisting will based on an assessment of applications against the person specification criteria so it is important that you demonstrate in your application how you meet those criteria.

For any further queries please contact Sue on the email above or by telephone on 0208 541 1765

Closing date for applications: Tuesday, 3 September 2019
Candidates may be required to attend for longlist and shortlist interviews. First stage interviews will take place on Thursday, 12 September 2019.  Times will be notified to those selected. 
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