
 

 

 

 

 

 

 

 

 

 

 

Job description 

 

Details of the job 

Post title: Assistant Archaeological Archives Curator  

Salary grade: Grade I (£26,321 to £29,990) 

Hours: 37 hrs per week  

Location: 
Northamptonshire Archaeological Resource Centre, Chester 
House Estate, Irchester 

Reports to: Archaeological Archives Curator 

Service area: Culture, Tourism and Heritage  

 
The Northamptonshire Archaeological Resource Centre (ARC) is new a state-of-the-art facility that now 
acts as the publicly accessible archaeological archive store for the county of Northamptonshire. The ARC 
opened to the public in October 2021 and we are currently in the process of accessioning collections from a 
large number of stores, archaeological companies and community archaeology groups across England who 
hold material from fieldwork in Northamptonshire.  
 
As an organisation, our aim is to make Northamptonshire’s archaeological archive collections fully 
accessible to the public, regardless of their background and level of education. Currently, our collections 
currently consist of over 16,500 boxes of archaeological material and associated documents from fieldwork 
in Northamptonshire and other large objects. An additional 7,500 boxes of archaeological material are due 
to be deposited with us within the next 2 to 3 years. Much of the material we hold is currently uncatalogued 
and over 55% of the collection requires some element of re-packing.  
 
In order to make our collections more accessible to the public, we work with a large team of dedicated 
volunteers to improve the care and documentation of our collections, while also increasing their own 
knowledge of archaeology. The work our volunteers do recently won the Society of Museum Archaeology 
volunteering award. 
 
The ARC is located at and part of the wider Chester House Estate (CHE); a £14.5m heritage restoration 
project funded by North Northamptonshire Council and The National Lottery Heritage Fund located on site 
of the Roman small town of Irchester. The CHE has a small museum, heritage education offer, and an 
annual on-site community archaeological excavation (in partnership with University of Leicester) as well as 
commercial activity such as a café, shops and events spaces aimed at reaching difference audiances and 
making the site financially sustainable. 
 
The ARC and CHE are operated by North Northamptonshire Council and the ARC is partially funded by 
West Northamptonshire Council. The ARC stores and collects new archaeological archives for both North 
and West Northamptonshire Councils. Within the next 12 months CHE will be applying to the Arts Council 
England Museum Accreditation Scheme.  
 
 
 



 

 

 

Overall purpose of the post 

 
The key aims for this post are: 

1. To assist the Archaeological Archives Curator with day to day management of the ARC collections, 
including accessioning new and legacy archives and ensuring the highest possible standard of 
collections care. 

2. To co-ordinate and supervise teams of volunteers with the re-packing and cataloguing of the ARC 
collections and other collections-based tasks. 

3. To assist with facilitating access to our collections through providing access to collections, conducting 
tours of the ARC and other outreach activities relating to the ARC 

4. To deputise for the management of the ARC in the absence of the ARC Curator.  

Main accountabilities 

  

 Main Duties and Responsibilities 

1. To support the ARC Curator with the management of the day-to-day collections-based tasks 
within the Northamptonshire Archaeological Resource Centre (ARC) including accessioning 
objects into the collection, condition checking of artefacts, and cataloguing archives. 

2. To manage and supervise teams of volunteers working on collections-based tasks such as 
cataloguing and re-packing collections and other activities within the ARC. 

3. To support the facilitation of access to our collections for researchers and the general public, 
including supervising researchers, dealing with queries and conducting tours of the ARC 
building. 

4.  To liaise with and at times be the main point of contact for key stakeholders including 
professional archaeological companies, community archaeology groups, universities and 
members of the public throughout the process of them depositing archives and accessing 
collections within the ARC.  

5. To deputise for the management of the ARC building and collections when the ARC Curator is 
away/on annual leave. 

6. To deliver the day-to-day management of the ARC’s collections management database (EMu) 
by entering new records into database, amending existing records and generating searches. 

7. To support the Archaeological Archives Curator with the implementation of standards, systems 
and best practice for archaeological collections in the ARC in line with ACE accreditation 
standards. 

8. To participate and at times lead in the outreach work that the ARC carries out including 
conducting tours, participating with open days, and pop-up displays to promote the public 
understanding of Northamptonshire’s archaeology. 

9.  To undertake work to integrate the ARC’s systems and processes with the Northamptonshire 
Historic Environment Record and the Northamptonshire Archaeological Advisory Service.  

10. Demonstrate awareness/understanding of equal opportunities and other people’s behavioural, 
physical, social and welfare needs.  

11. Ensure that reasonable care is always taken for the health, safety and welfare of yourself and 
other persons, and to comply with the policies and procedures relating to health and safety 
within department. 

12. Carry out any other duties which fall within the broad spirit, scope, and purpose of this job 
description and which are commensurate with the grade of the post. 

13. 
 

Occasional working on weekends or Bank Holidays may be required as part of this role.  

Safeguarding commitment  
We are committed to safeguarding and promoting the welfare of children and young people/vulnerable 
adults.  We require you to understand and demonstrate this commitment. 
 
This job description reflects the major tasks to be carried out by the post holder and identifies a level of 
responsibility at which they will be required to work.  In the interests of effective working, the major tasks may 
be reviewed from time to time to reflect changing needs and circumstances. Such reviews and any 
consequential changes will be carried out in consultation with the post holder. 



 

 

 

PERSON SPECIFICATION 
 

Post Title:  
Assistant Archaeological Archives Curator  

Grade  
Grade I (£26,321 to £29,990) 

Service Area: 
 

Northamptonshire Archaeological Resource Centre, Chester House Estate, 
Irchester 

 

ATTRIBUTES ESSENTIAL CRITERIA DESIRABLE CRITERIA 

Education and 
Qualifications 
 

Degree in Archaeology or related 
subject or equviliant experience. 

Valid Driving Licence. 

Experience and Knowledge 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Previous work experience within the 
archaeological sector or related 
heritage sector (e.g. museums), 
particularly in relation to 
archaeological collections.   
 
Good understanding of and 
experience working with British 
archaeology. 
 
Proven experience working with 
archaeological archives/collections. 
 
Proven experience of working with 
volunteers and/or members of the 
public. 
 
Knowledge and/or experience of 
archaeological post-excavation 
processes.  
 
Understanding of collections 
standards and documents relating to 
archaeological archives. 
 
Knowledge of archaeological 
recording systems, both historical 
and present. 
 

Experience using museum and/or 
archaeological collection databases 
(e.g. EMu, MODES, MimsyXG). 
 
Knowledge of SPECTRUM and 
museum documentation systems. 
 
Good understanding of 
archaeological artefacts. 
 
  
 

 

 

 



 

 

 

 

 

ATTRIBUTES ESSENTIAL CRITERIA DESIRABLE CRITERIA 

Ability and Skills 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Prior knowledge of archaeological 
post-excavation and archiving 
procedures.  
 
Ability to organise own workload 
effectively, prioritising tasks and 
working to agreed deadlines. 
 
Excellent communication and 
advocacy skills including the ability to 
explain complex ideas to non-
professionals. 
 
Attention to detail, analytical and 
methodical approach. 
 
Excellent IT skills including ability to 
use Microsoft Office software. 
 
High level of motivation and ability to 
motivate others.  
 

Proven project management skills. 
 
Good understanding of how to 
involve different audiences with 
local heritage/archaeology. 
 
 
 

 

Equal Opportunities 
 

Ability to demonstrate 
awareness/understanding of equal 
opportunities and other people’s 
behaviour, physical, social and 
welfare needs  
 

 


