
 

JOB DESCRIPTION  

Explore Centre Team Leader – Archives (permanent, full-time) 

 
 

 

 

 

 

 

Overall Purpose:  
To manage the day-to-day operation of the archives reading 

room, local history room, and enquiries service.   

Key Responsibilities: 

To oversee, the running of the archive’s public service, 

always ensuring a high standard of customer service 

including making sure the Reading Room and Local History 

area opens and closes at the times publicised and that 

performance targets are met. 

 

To help train, support, and develop the Archives Assistants 

and volunteers, from induction through to managing day-

to-day tasks and ongoing training in new procedures.  

 

To implement archive public service policies and 

procedures and ensure the archives assistants adhere to 

these policies and procedures. 

 

To manage rotas and staffing of our frontline services.  

 

To work with archivists, library colleagues, and community 

partners to maintain a customer-focused stock acquisition 

policy for new books and journals for the local and family 

history lending and reference library collection, and a 

disposal plan for redundant stock.  

 

To support Archivists in collecting and monitoring 

performance indicators, social impact and customer 

satisfaction data, as agreed by the Leadership Team.  

 

To support collections management work, including 

auditing and preventive conservation tasks.  

 

Person Specification: 

Experience 

Essential 

• Experience and understanding of the purpose of an 
archives and/or library service 

• Experience of a working in a customer service focused 
environment 

• Proven experience in engaging with customers, 
volunteers and stakeholders, making all feel welcome 

 

Skills & Knowledge: 

Essential 

• Excellent and well-developed interpersonal skills 
demonstrated by effective communication with a wide 
range of people, including children and young people 

• Ability to multi-task and prioritise conflicting priorities 
and deadlines 

• Ability to build effective working relationships and 
partnerships with a wide range of individuals and 
organisations 

• Ability to liaise, negotiate and work effectively with 
colleagues, library users and partners  

• Ability to apply solution-focused thinking  

• Ability to deal with sensitive and confidential 
information. and an awareness of appropriate data 
protection legislation/guidelines relating to this 

• Understanding of what it means to deliver and 
contribute to the development and promotion of 
quality customer focused services 

• A good standard of education to level 2 including 
literacy, numeracy and ICT 

Responsible for: Reports to: Department: 

Archives and 

Digitisation Assistants  
Head of 

Archives 

Archives 



 

JOB DESCRIPTION 

• Ability to follow procedures accurately with attention 
to detail 
 

Desirable 
• Knowledge of techniques and tools for staff and 

volunteer training 

• Knowledge of the range, content and purpose of the 

archives and local history collections likely to be in the 

custody of a city archive 

 

Relationships: 

External 

• Our customers  

• Occasional contact with Council departments, elected 
members, partners, and suppliers 

• External suppliers 

• Archive depositors and records creators/owners 

• Local organisations and community groups 

Internal 

• Archive team members 

• Library service colleagues 

• Volunteers and student placements 

 

Other 

This job description accurately reflects the current 

requirements of the job. However, the role holder will be 

expected to carry out any other duties that may reasonably 

be required in line with the key responsibilities of the role.  

The post holder will be required to work some evenings and 

weekends to meet the delivery needs of Explore. 

Explore values diversity, equity and inclusion and welcomes 

applications from people from all backgrounds. 


