Records Management Specialist (Cataloguer): Milton Keynes
About us
Restore plc is a support services company which provides archive and records management services to workplaces in the private and public sectors. 

About the role
Restore plc is recruiting for a professionally qualified Archivist to join a small team working for the Foreign, Commonwealth and Development Office (FCDO) at Hanslope Park near Milton Keynes. The project supports compliance with the Public Records Act in relation to the release of records to The National Archives (TNA). 

The position will give successful the candidate experience of working for a prestigious and high-profile organisation. Specific volume and accuracy targets must be met. 

Hanslope Park is a landscaped site seven miles north of Milton Keynes. The site includes a subsidised staff restaurant, a gym and nursery (subject to availability of places).

Main responsibilities
· Listing paper and digital records in preparation for selection decisions
· Cataloguing paper records to The National Archives standards
· Sorting and preparing collections of loose documents
· Participating in annual verification of the Archive Inventory
· Appraisal of records

What we are looking for

Essential
· You must be a qualified archivist, records manager or information specialist. The definition of ‘qualified’ includes an MA or Postgraduate Diploma in Archives or Records Management accredited by the Archives and Records Association (ARA) or equivalent qualification. 
· Experience of cataloguing to prescribed standards
· Confident using Microsoft Excel
· A methodical approach, close attention to detail and high standards of spelling, grammar and punctuation
· High standards of personal organisation to manage a varied workload with the ability to respond to changing priorities
· Excellent written and oral communication skills

Desirable
· A knowledge of world history or politics of the modern period
· Competence in one or more foreign languages
· Familiarity with TNA cataloguing guidelines

Successful candidates will be required to undergo security vetting to DV level before taking up the position, a process which takes approximately 6 months. To be eligible for DV clearance applicants must be a British citizen and have lived in the UK for at least five out of the past ten years, at least one year of which must be 12 consecutive months.
It is desirable for the successful candidate to have their own transport as Hanslope Park is not served by public transport. Free parking is available on site.


Hours: The working week is 37.5 hours. The working day is 08:00-16:00, with 30 minutes for lunch.

