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Catholic Trust for England and Wales

Job Description and Person Specification
Archivist and Records Manager

                  1 year Fixed term
Job Purpose:
Managing and creating systems and processes for the safekeeping of records and archives for the Catholic Bishops’ Conference of England and Wales, ensuring that records and information, whether current or historical, are managed in a way that supports the work of the organisation and complies with relevant legislation and standards.
For one day a week the post holder will assist Churches Together in Britain and Ireland to manage their existing paper records which are housed both at 39 Eccleston Square and off site including Bermondsey.  Some travel to other locations, therefore, may be necessary.

This position is offered for a fixed term of one year from the commencement date. Subject to the requirements of the organisation, this fixed term contract may be extended further depending on workload. Any extension to this contract will be discussed with you in advance.  The possibility that this option may be pursued should not be interpreted as any commitment to do so by the organisation.
Main duties and areas of responsibilities:

Records Management

· Creating and revising policies and retention schedules for the management of paper and electronic records

· Providing support to departments, committees and individuals in implementing records management policies

· Maintaining an awareness of current standards, legislation and best practice relevant to records management

· Managing the flow of records from departments into storage and their retrieval when necessary, including the creation of systems to ensure the easy location and retrieval of business critical records

· Assisting in the development and implementation of specific systems and tools for managing electronic records

Data Protection

· Creating and revising policies and procedures to ensure that Data Protection and other compliance issues are handled correctly

· Training and advising staff members on Data Protection compliance

Archives

· Planning and managing the cataloguing of the CBCEW archive to ISAD(G) standards using CALM software
· Restructuring of existing archive
· Ensuring the preservation needs of the collections are being met

· Dealing with internal and external enquiries regarding archive material

· Developing and implementing a strategy for the management of born-digital archives

· Management of small library collection

Other

· Attending training courses, conferences and external meetings relevant to the activities and responsibilities outlined above

· Working closely with the archivists at Westminster Diocesan Archives on issues of mutual concern (e.g. CBCEW deposited collections)

· Undertaking other projects and responsibilities as reasonably requested by the postholder’s line manager

PERSON SPECIFICATION

Archivist and Records Manager
Essential
Qualifications

· Postgraduate qualification in Archives or Records Management

Knowledge

· Familiarity with current standards in archives and records management 

· Knowledge of data, information and records related legislation relevant to a private charity, in particular, the Data Protection Act 1998

Experience

· Experience of using, creating and implementing records management systems and processes

· Experience of using an automated archive cataloguing system preferably CALM

· Experienced user of IT applications, particularly Word and Excel or other similar software packages

Skills

· Confident oral and written communication at all levels

· Ability to work on own initiative, manage and prioritise work and deadlines with minimum supervision

· Ability to devise and implement new systems and processes

· Good analytical and problem solving ability

Personal Attributes

· Able to lift boxes, push trollies, work at height and in confined spaces

· Willing to keep professional knowledge up to date by learning new standards, systems and processes

Desirable

· Membership of a relevant professional association e.g. Archives and Records Association, Information and Records Management Society
· Demonstrate a knowledge of, and sympathy for, the Catholic Church and its history in England and Wales
· Experience of electronic records management, including born digital archives

TERMS AND CONDITIONS

· The employer is the Catholic Trust for England and Wales, on behalf of the Catholic Bishops’ Conference of England and Wales – CaTEW is a registered charity No 1097482.

· Place of work is 39 Eccleston Square, London SW1V 1BX.
· This position is offered for a fixed term of one year from the commencement date. Subject to the requirements of the organisation, this fixed term contract may be extended further depending on workload. Any extension to this contract will be discussed with you in advance.  The possibility that this option may be pursued should not be interpreted as any commitment to do so by the organisation.
· This is a full-time post 35 per week with a salary of £30,000 per annum. Salaries are reviewed annually.

· This post is subject to satisfactory completion of three months probationary period.

· There is a CaTEW personal pension plan scheme which CaTEW will match contributions up to a maximum of 6% of salary. You are eligible to join after 3 months.
· We offer a death in service benefit which is three times the basic salary.

