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	HIGH LIFE HIGHLAND

JOB DESCRIPTION




JOB TITLE:

Trainee Records Officer


SALARY: 

£25,807 - £28,264 per annum

LOCATION:

Highland Archive Centre, Bught Road, Inverness

HOMEWORKING:
This post is not suitable for homeworking

RESPONSIBLE TO:
Records Manager

JOB PURPOSE:
To support the Records Manager in the operation and development of High Life Highland (HLH) and the Highland Council’s Records Management Service. The post is based in the Highland Archive Centre, Inverness, with travel between other offices as required.

This post provides a unique opportunity to gain experience of all aspects of records management work in a local authority whilst undertaking professional training on a recognised postgraduate training course in records management. The post is tenable for a maximum period of four years, with the expectation that the post holder will achieve a qualification during that timescale and thereafter move into the qualified post.

KEY DUTIES AND RESPONSIBILITIES INCLUDE:

1. Actively promote a positive and collaborative workplace culture that supports the Charity’s purpose of Making Life Better and i-care values to increase morale, productivity and performance.
2. Assist The Records Manager with the promotion and implementation an effective records management system to enable The Highland Council and High Life Highland (HLH) to manage their records efficiently.
3. Achieve a nationally recognised archives and records management qualification funded by High Life Highland.

4. Support the Records Manager with the maintenance of the Highland Council’s Records Management Plan, to ensure compliance with the Public Records (Scotland) Act 2011.

5. Supervise the Record Assistants and support the Records Manager with the day to day operation of the Records Centre, including processing records transfers and the secure disposal of confidential records.

6. Answer enquiries and conduct record searches on behalf of THC and HLH officers, including the management of the Records Management Portal and mailbox.
7. Maintain statistics and monitor the outputs of the tasks the Records Management Service.
8. Support the Records Manager in developing and disseminating good practice in records management across THC and HLH by providing guidance and training for staff at all levels.

9. Support the Records Manager with the maintenance of the Highland Council’s Records Management Plan, to ensure compliance with the Public Records (Scotland) Act 2011.

10. Assist the Records Manager with records store audits, records surveys and appraisals across the Highland Council area.
11. Liaise with and provide support to staff at other archive centres and satellite locations who have records management responsibilities, and to assist with their training where appropriate.
12. Provide records management support to all elections managed by the Highland Council.
13. Maintain and develop an appropriate awareness of professional, technical, and legislative changes affecting the services provided by High Life Highland and The Highland Council.
14. Participate in electronic record-keeping and digital preservation initiatives which will safeguard the future of digital collections managed by the Highland Archive Service.
15. Regularly move and handle boxes of records, some of which may be bulky or heavy.
16. Undertake administrative duties and other duties associated with the operation of the Records Management Service and wider Highland Archive Service.
17. Have regard to the implementation of appropriate Health and Safety measures particularly within repository premises and public areas.
18. The post holder must be prepared to work flexibly and outside normal office hours. 
19. Pursue continuous professional development and contribute to the continuous improvement of the Highland Archive & Registration Centre and High Life Highland as a whole.

20. Attend and undertake any training online or in person.

21. Aim to reduce wastage and uphold our environmental values of being as sustainable as possible in all tasks.

22. Assist and support other areas of High Life Highland with particular projects, training or in the event of holidays or sickness working cross-functionally across the Highland Archive & Registration Centre team.
23. Undertake all tasks in accordance with High Life Highland policies and procedures, including General Data Protection Regulations, health and safety procedures, relevant checks, reporting any concerns to management to ensure corrective action is taken. 
Other Duties:
You may be required to perform duties, appropriate to the post, other than those given in the job specification.  The particular duties and responsibilities attached to posts may also be varied without changing the general character of the duties or the level of responsibility entailed.  Such variations are a common occurrence and would not in themselves justify reconsideration of the grading.  As a result of such variations it will be necessary to update this job specification from time to time.
Date:
13/08/2025
High Life Highland (HLH) is committed to the protection and safeguarding of vulnerable groups, including children and protected adults and believes that they should never experience any kind of abuse. It has a responsibility to promote the welfare of those in vulnerable groups and to keep them safe and to practice in a way that protects them. HLH expects all those with whom the Charity engages to share this position. Where applicable, new positions will be subject to the appropriate level of Disclosure Scotland checking; identity checks (address, date of birth), employment/experience history, two references (one of which must be most recent employer, where appropriate), qualifications, Right to Work in the UK (where applicable). The above will apply to anyone working on behalf of HLH (paid or unpaid) including all board directors, staff, workers, volunteers, agency staff and students
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	HIGH LIFE HIGHLAND

PERSON SPECIFICATION



JOB TITLE:
Trainee Records Officer


LOCATION:
Highland Archive Centre, Bught Road, Inverness

ESSENTIAL ATTRIBUTES:


In order to be able to carry out the duties of this post effectively and safely, candidates will be able to provide evidence of the following:
1. EXPERIENCE 
· Some knowledge or experience of records management and/or local government functions.
· Awareness of the Public Records (Scotland) Act and data protection legislation.
2. EDUCATION AND QUALIFICATIONS
· Educated to degree level.
· A firm intention to pursue a career in records management by undertaking professional training on a recognised training programme.
3. SKILLS/ATTRIBUTES GENERAL

· The ability to communicate clearly both verbally and in writing.

· The ability to work unsupervised and on own initiative. 

· The ability to work with a high degree of accuracy and attention to detail.

· The ability to prioritise tasks and organise the workload effectively. 

· The ability to delegate to ensure efficient service delivery.

4. SKILLS/ABILITIES SPECIFIC TO THE POST

· The ability to handle sensitive records with confidentiality and discretion.
· The ability to respond to enquiries in a timely and appropriate manner.

· Good ICT skills, including familiarity with a variety of digital platforms.

· Experience with M365, including SharePoint.

· Capable of moving and handling large, heavy, and bulky items when needed. 

· Possession of a full driving licence as the post involves considerable travel throughout the Highlands.

5. INTERPERSONAL AND SOCIAL SKILLS

· Enthusiastic and able to motivate others.

· Approachable and supportive manner.

· The ability to build good working relationships with colleagues and work well as part of a wider team.
