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SECTION 1
Job title:
Project Officer: Gulf History Team - Arabic language and/or subject specialist
Post number:

New
Grade:


B
Role group:

Expert/team leader
Directorate:

Scholarship and Collections
Department:

History and Classics
Reports to:

Project Team Leader: Gulf History Project – Arabic language and subject specialists
Location:

St Pancras
Date:


July 2012
SECTION 2

Job purpose:
To contribute expert specialist skills to create, to tight deadlines, concise electronic catalogue records for India Office Records and Private Papers (IOR&PP) documents relating to the history of the Gulf, for a new, externally-funded, mass-digitisation project. To advise colleagues on the historical context of the collection and/or the Arabic language documents. To identify material suitable for promoting to researchers and to wider audiences. To identify material where intellectual property rights or data protection may be an issue.
Key areas of responsibility 
· To apply expert specialist skills in metadata creation and construction of authority files to create concise electronic catalogue records.
· To advise colleagues on the historical context of the collection and/or the Arabic language documents.

· To apply expert skills to develop contextual information about the IOR&PP material relating to the Gulf. 

· To identify material where intellectual property rights or data protection may be an issue
· To identify material potentially of particular interest to researchers and wider audiences

· If an Arabic language specialist, to assist with quality control of translations of metadata from English to Arabic 

Resources managed 
Staff: none
Budgets: none

Main tasks 
· Using specialist knowledge of archival cataloguing and authority files, to create concise electronic catalogue records compliant with international standards.

· To work closely with the Gulf History Project Officers and other members of the project team to ensure timely delivery of high-quality records that meet the requirements of the Library’s mass digitisation project for Gulf History.
· To create contextual information to enhance metadata.

· To apply expert skills to identify material where intellectual property rights or data protection may be an issue, and inform the Gulf History Team Leader.

· To advise colleagues on presentation of place and personal names in the catalogue and contextual information.

· If an Arabic language specialist, to advise colleagues on Arabic documents.

· If a subject specialist, to assist project team members in identifying significant documents requiring fuller catalogue records.
· While cataloguing, to note items requiring conservation prior to digitisation.

· While cataloguing, to identify and note material suitable for promoting to researchers and to wider audiences, and to work with British Library and Qatar colleagues to develop themes for this promotional work. 
· To assist with the quality assurance of OCR and re-keyed text of printed material.
· To share in the work of checking and approving catalogues of the Gulf History project team.
· To work with the Gulf History team to agree standards,  best practice and ensure consistency. 
· Expected to demonstrate a willingness to take on a range of tasks and to develop new skills, as appropriate, in own or other departments/directorates to support the delivery of the Library's services as required by line management.
Minimum requirements (essential) 
· Either first degree in Arabic and excellent knowledge of written Arabic.
· Or first degree in history or other relevant discipline and excellent knowledge of the history of the Middle East, particularly the Gulf from the late eighteenth to the mid twentieth century.
· Knowledge of archival cataloguing.
· Ability to read through documents rapidly and produce a concise and accurate summary of their contents, preferably exemplified through archival cataloguing experience.
· Ability to understand archival collections and their historical context.
· Up-to-date knowledge of relevant information sources and research trends and the ability to apply this knowledge appropriately.
· Palaeographical skills appropriate to working with documents dating from the late 18th to the mid 20th centuries.
· Excellent oral and written communication skills (in English). 
· The ability to write concise, unambiguous, accurate text. 

· Accuracy and attention to detail.
· The ability to work to strict deadlines.
· Ability to identify material that is particularly engaging or appropriate to themes being promoted to a range of audiences.
· The ability to work as part of a team whilst also being self-motivated.
Additional requirements (desirable) 
· Knowledge and experience of international archival cataloguing standards and their practical application.
· Archival cataloguing experience.
· Experience of working on digitisation of large collections.
· Experience of working in a research library or archives or similar environment.
· The ability to promote the project through representation and talks.
· Ability to travel to Qatar and or other overseas locations as required by the Programme.
Additional information 
This is a fixed term post up to 31 December 2014.
Additional information 
Gulf History and the India Office Records and Private Papers

The India Office Records comprise the archives of the East India Company (1600-1858), of the Board of Control or Board of Commissioners for the Affairs of India (1784-1858), of the India Office (1858-1947), of the Burma Office (1937-1948), and of a number of British agencies overseas which were officially linked with one or other of the four main bodies. The India Office Private Papers (also known as the European Manuscripts) are probably the world's largest collection of personal archives relating to South Asia. The Middle East was of great strategic importance to both the East India Company and the India Office, resulting in a wealth of documentation about the region.

The Gulf History project will catalogue and digitise the records of the Bushire Political Residency (1763-1948) and the Bahrain Political Agency (1899-1951), which form part of the India Office Records. The private papers of Lewis Pelly, Political Resident in the Persian Gulf (1862-1873) will also be digitised. Basic catalogue records for the Gulf History material are already available online in the British Library’s Catalogue of Archives and Manuscripts.

The Gulf History project team, comprising archivists with significant cataloguing experience and Project Officers with Arabic language skills and specialist knowledge of Gulf History will create more detailed catalogue records. The majority of the India Office Records and Private Papers Gulf History documents are in English, but a significant number are in Arabic, so good team working and sharing of skills will be essential.
SECTION 3 – BRITISH LIBRARY COMPETENCIES
Role Competencies – EXPERT / TEAM LEADER

	
	     (

	Personal and professional impact 
Is aware of individual and team strengths / blind spots.  Uses these insights to build effective and productive working relationships. Applies insights knowingly, willingly and intelligently for maximum impact.
	(

	Leading change

Effectively leads change and manages organisational transitions.  Manages uncertainty and ambiguity. Shows adaptability, flexibility and ownership for delivering results
	    (

	Creativity and innovation

Creative and innovative in developing services and products based on the needs of customers, users and different stakeholder groups.
	(

	Communicating and influencing

Works collaboratively across the organisation to generate, capture and share information and learning. Influences, persuades and promotes the organisation’s work internally and externally with a range of stakeholders. Responds credibly to difficult questions, situations and scenarios
	(


Professional Competencies 

	Understanding collection content: Within own specialism, has an understanding of the significance and context of collection items 


	Is able to see digital formats as complementary to analogue formats. Understands the historical context of the India Office Records and the administrative organisation underlying the archive. Is able to understand how the material being catalogued and digitised connects with the India Office Records as a whole. Is able to demonstrate this understanding in clearly expressed catalogue records and contextual information. (It is expected that this knowledge will be rapidly developed in the early stages of the project.)

	Collection interpretation: Applies own expert knowledge of collections and reference tools to respond to request for information, to prepare texts for web/print/exhibition / to undertake research and to disseminate the results of that research / to communicate with users at all levels / to conduct research training


	Has evidence of high-quality output in terms of responses to user enquiries, written web-pages, exhibition texts, etc.

	Understanding the universe of collection development:  Applies own knowledge of the collections and collection development policy to develop the Library’s collections
	Understands the significance of the digital collection and how it could be developed by the addition of further resources.

	Understanding information sources and research trends: Has up-to-date knowledge of information sources and research trends and applies knowledge appropriately
	

	Life-cycle collection management: Understands life-cycle collection management issues and uses them to assist in making appropriate collection development decisions
	Shows good judgement in referring material for conservation prior to digitisation.

Not applicable in relation to collection development.

	Subject/linguistic/bibliographic skills: Displays detailed and comprehensive subject/linguistic/bibliographic etc. knowledge appropriate to the area of work
	Subject specialist: has evidence of personal outputs in the form of printed or electronic publications, web-pages, lectures, conference papers, etc.

Arabic language specialist: evidence of effective practical application of linguistic skills, e.g. through translating archival documents.
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