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Manchester City Council

Role Profile

Digital Collection Officer Grade 6
Libraries, Galleries & Culture Service, Neighbourhoods Directorate

Reports to: Heritage Archives Manager
Job Family: Technical
Key Role Descriptors: 
The role holder will provide a professional, customer focused, specialist technical service which enables the delivery of organisational objectives and provides a high quality service to customers in line with both internal guidelines, policies and procedures and statutory requirements.
The role holder will support the delivery of a range of technical projects, initiatives or work packages that comply with relevant legislation and help achieve the Council’s corporate aims and objectives.

The role holder will use their technical knowledge and expertise to develop, design and implement customer-focused solutions for the assigned service area. They will act as a key member of the team and will ensure high standards of customer service and service delivery.

Key Role Accountabilities: 
Provide an effective support function for the assigned service area, ensuring that high quality technical and customer services are delivered in line with legislative requirements. Dependent on the service area, this may include maintenance, software / information support, engineering, surveying, curating or other specialist functions.
Assess project / initiative / work package feasibility, paying close attention to procedure and legislation where appropriate and ensuring all work is delivered to a high standard.
Develop successful relationships and secure stakeholder commitment through negotiation and communications, both oral and written, to ensure work packages are delivered effectively and to customer requirements and agreed objectives.
Identify and address relevant issues with assigned work packages and following assessment make recommendations in accordance with service plans, customer requirements or legislative needs. Ensure that work to continuously develop and improve processes is undertaken.
Ensure all work carried out fits within the parameters of service level agreements, using appropriate specialist equipment / software or tools where required in line with safe working practices and health and safety regulations. Maintain effective relationships to ensure the highest standard of service delivery.
Update and extract information from management information systems accurately and competently as required, producing reports and other documentation as required.
Roles at this level may be required to manage a range of assigned resources, which may be human, financial or other, to ensure continuous improvement in service delivery. Staff management duties may be either through direct line management of a team (including appraisals, performance management and other duties) or through matrix management of a virtual team of officers.
Demonstrate a personal commitment to continuous self development and service improvement.
Through personal example, open commitment and clear action, ensure diversity is positively valued, resulting in equal access and treatment in employment, service delivery and communications.

Where the roleholder is disabled every effort will be made to supply all necessary aids, adaptations or equipment to allow them to carry out all the duties of the role.  If, however, a certain task proves to be unachievable, job redesign will be given full consideration. 
Role portfolio: 
Libraries, Galleries and Culture
The Libraries, Galleries and Culture Service bring together high quality universal services which underpin learning, engagement and support the  priorities of the City Council – Growth, Place and Reform.  Services are delivered via Library, Information and Archives Services; Galleries and the Universal Culture and Creativity offer delivered at a neighbourhood level; together with access to and activation of services through partnership working and engagement.

About the Heritage Collections and Archives Team
The team is responsible for accessibility, care and preservation of the heritage collections including archives and local studies.  The team works closely with other teams, such as the delivery and engagement teams, to deliver the overall strategic vision of the service.  It also works with the other partners of Archives+ (North West Film Archive, Ahmed Iqbal Ullah Race Relations Resource Centre, Manchester Histories and Manchester and Lancashire Family History Society) to deliver a unique, one stop approach to accessing the heritage of the city region to customers.

About the role

The role is being recruited as part of the AHRC-funded project Digitising Spontaneous Memorials: Healing, Emotional Labour, and Digital Memoriality, led by Dr Kostas Arvanitis at the University of Manchester. This project focuses on the Manchester Together Archive (MTA), held at Manchester Art Gallery. The MTA contains over 10,000 items left at spontaneous memorials in Manchester city centre by members of the public following the 2017 Ariana Grande concert attack in Manchester, in which 22 people were killed and hundreds injured. The tributes include written messages, artwork, football shirts, candles, balloons, soft toys and other objects. The post holder will be based at Manchester Central Library but will also spend time working with the collection at Manchester Art Gallery.
A key aim of the project is to build a co-produced, open-access digital MTA. The digital MTA will meet both immediate and long-term needs: supporting reflection and remembrance at the tenth anniversary of the attack, while also modelling sustainable and care-centred approaches to digital trauma collections. The Digital Collection Officer role is crucial to delivering this element of the project. 
Key responsibilities of the role include but are not limited to:  
· Support high-volume digitisation workflows in line with professional standards and collection care guidance
· Maintaining and improving the quality of collection information for the MTA through analysis and cleaning of data held in the collection management system (Emu).

· Manage metadata and backend systems integration during the development of the digital MTA in accordance with relevant legislation (IPR, GDPR) and other sector developments.  
· Assist with user testing of digital infrastructure
· Contribute to and participate in digitisation workshops, focus groups and surveys with members of the public (including bereaved families and survivors of the Manchester Arena attack).

· Work closely with the wider project team to support the development of the digital MTA
Digital Collections Officer – Key Competencies and Technical Requirements
Our Manchester Behaviours: 
· We are proud and passionate about Manchester

· We take time to listen and understand 
· We ‘own it’ and we’re not afraid to try new things  
· We work together and trust each other
· We show that we value our differences and treat people fairly
Generic Skills
· Communication skills: Demonstrates an understanding of the views of others and communicates in a realistic and practical manner using appropriate language and medium, listens attentively to views and issues of others and responds to issues arising.
· Analytical Skills: Ability to absorb, understand and quickly assimilate moderately complex information and concepts and compare information from a number of different sources.
· Planning and Organising: Demonstrate the ability to organize multiple tasks in the most effective way, and allocate time and energy according to task complexity and priority. 

· Problem solving and decision making: Ability to analyse situations, diagnose problems, identify the key issues, establish and evaluate alternative courses of action and produce a logical, practical and acceptable solution.

· Creative skills: Ability to think creatively and provide innovative solutions to problems. Has ability to develop new approaches to finding solutions outside of existing parameters.  

· ICT Skills: Skills to use ICT systems to obtain and analyse data and present it effectively through a variety of ICT channels.
· Strategic thinking: Skills to identify good practice and areas for improvement in strategy and communicate these to colleagues and key stakeholders

· Commissioning skills:
Good partner relations skills: enquiry response; feedback evaluation; website management; performance advice; data quality assurance

· People management: Ability to organise own and other’s activities with an ability to carry out operational planning for a specific service area.

Technical requirements (Role Specific) 
· Demonstrable experience of the principles and best practice of collections documentation and knowledge of legal requirements, such as copyright and GDPR in relation to heritage collections.

· Extensive experience of using a collections management system, including experience running complex searches, undertaking batch imports/export and bulk data editing, and an understanding of how collections databases relate to other departments e.g. IT.
· Experience of digitisation of heritage collections to professional standards.
· Experience of preparing for and overseeing data migration and working with software developers
· Knowledge of collections care standards and guidelines for environmental conditions for archives.
People. Pride. Place.
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