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PERSON SPECIFICATION



	Criteria
	Essential/ Desirable
	* Application Form/ Supporting Statements/ Interview 

	Education to postgraduate level (or equivalent experience): please give details of your degree, stating awarding institution, date of award, discipline/specialism.
	Essential
	Application Form 

	Please write a statement in support of your application, including your rationale for working at Lancaster University, how your skills fit with the profile of the Regional Heritage Centre and the requirements of the role, and any further information you feel relevant. This will act as your letter of support/covering letter.
	Essential
	Supporting Statement

	Experience and understanding of the management of archival collections, including appraisal, sorting, arrangement, description, conservation and digitisation of materials

	Essential
	Application Form / Supporting Statement

	Knowledge of good practice in information governance of archival material, including records management, data protection, intellectual property rights and copyright

	Essential
	Application Form / Supporting Statement

	Project management skills, and the ability to meet project deadlines
	Essential
	Supporting Statement / Interview

	Ability to work as part of a team, take initiative to identify issues and to take appropriate action
	Essential
	Supporting Statement / Interview

	Commitment to ensuring high quality procedures and providing excellent service

	Essential
	Supporting Statement / Interview

	Awareness of, or a willingness to develop an understanding of, best practice in relation to oral history
	Desirable
	Supporting Statement / Interview

	Commitment to delivering and promoting equality, diversity and inclusivity in the work of the role, in accordance with University’s EDI strategy

	Essential
	Supporting Statement / Interview

	Excellent communication and IT skills, particularly Microsoft Office, web authoring and social media tools.
	Essential
	Supporting Statement / Interview

	Membership of relevant professional bodies
	Desirable
	Supporting Statement / Interview



1. Application Form – assessed against the application form and curriculum vitae. Applicants will not be asked to answer a specific supporting statement. Normally used to evaluate factual evidence (e.g. award of a qualification). Will be “scored” as part of the shortlisting process.  
1. Supporting Statements - applicants are asked to provide a statement to demonstrate how they meet the criteria. The response will be “scored” as part of the shortlisting process. 
1. Interview – assessed during the interview process by competency-based interview questions, tests, presentation etc.
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