
 
Job Title: Local Studies Digital Officer 

Reports to: Archive & Local Studies Manager 

Job Level: FC07 

Responsible For: 3 x Local Studies Supervisors 

Job Purpose: To provide and assist in developing access to and the long term care, 

maintenance and promotion of the Local Studies collections and resources. 

To provide greater digital access to the collections, developing new ways to 

digitise, access and use collections for learning and research. 

Key Tasks & 

Responsibilities: 

• Use specialist skills to prioritise and digitise materials from Special 

Collections, Archives & Local Studies collections, in a variety of formats, 

using a range of equipment  

• Coordinate external digitisation projects including applications for 

funding and ensuring adherence to standards 

• Store digitised outputs and create metadata for access and 

preservation following international standards 

• Assist with the fulfilment of digitisation requests, advising on copyright and 

GDPR, selecting the best method to fulfil requests, and produce digital 

copies 

• Carry out copyright and GDPR risk assessments 

• Develop and promote the archives and local studies services through 

supervision of staff providing access to local and family history resources  

• Evaluate, report on and respond to customer needs and satisfaction 

• Train and support OnFife Local Studies Supervisors and service delivery 

staff in the interpretation, use, care and handling of archival and local 

studies materials to facilitate public access 

• Supervise volunteers engaged in collections management work and 

digitisation projects 

• Organise and maintain appropriate storage facilities for archival, local 

studies and family history materials contributing to venue emergency 

recovery plans 

• Contribute to collections development and for access by purchasing 

and acquiring (eg through donations) books and resources for the Local 

Studies service 

• Organise collections care work in local studies stores and plan a 

programme of preventative and remedial conservation for Local Studies 

books, Special Collections, rare and antiquarian books and other 

materials  

• Work closely with colleagues on planning service delivery, promotions 

and contributing to planning exhibitions and displays 

 

Job Description 



• Liaise with local heritage and family history groups to share and 

exchange expertise, knowledge and skills and raise awareness of the 

Local Studies services 

• Devise and deliver events and activities to promote the services offered 

• Liaise with external agencies, sector and national organisations, 

academic institutions and Fife Council to develop the Local Studies 

services, maximising access to the collections, resources, expert 

assistance and enquiry services 

• Monitor allocated budgets and prepare estimates on future essential 

expenditure for consideration within the Service Development teams 

• Contribute to and implement OnFife policies and procedures  

• Manage staff of the department, undertake appraisals, carry out 

recruitment & selection as required 

• Contribute to the wider organizational development of OnFife and 

support the development of cross-trust collaboration and coordination of 

service delivery 

• Contribute to and deliver against OnFife strategic objectives and 

associated strategies 

• Adhere to, and cooperate in the implementation of OnFife’s corporate 

policies and procedures e.g. Code of Conduct, Scheme of Delegation, 

financial policy, health and safety policies etc 

Working 

Conditions: 
This post will be based at various OnFife locations. 

 

Flexible working 

 

You may be required to work at any other place of work within Fife, as 

reasonably required by OnFife.  

 

Flexibility is required and access to transport is necessary, as there will be 

travel throughout the region. 

 

Weekend and evening work form a necessary part of the working week, for 

which enhanced premiums are paid.   

Other Duties: The post holder may be required to perform duties, appropriate to the level 

of the post, other than those given in this job profile.  

 

The particular duties and responsibilities attached to a job may vary from 

time to time without changing the overall purpose of the job and would not 

therefore; justify reconsidering the grade for the job. Such variations would 

be reflected in an updated job profile. 



Person Specification 

Local Studies Digital Officer 
 

Attributes Essential Desirable Assessment 

Experience • Significant library 

experience in a similar 

role including staff 

management and 

supervision and evidence 

of recent continuing 

professional development  

• Knowledge and 

experience of digitisation 

practices, including 

metadata creation, to 

recognised standards and 

best practice  

• Understanding of the 

application of intellectual 

property and data 

protection legislation to 

archive collections and 

users  

• Understanding of the role 

and use of digital asset 

management systems  

• Experience of 

managing externally 

funded digitisation projects 

• Budget monitoring 

experience  

• Collections 

management/acquisitions 

experience  

• Experience of 

object handling 

• Experience of 

organising events 

and displays 

Application 

Interview 

Education, 

Qualifications & 

Training 

• Educated to SCQF Level 11 

which includes Masters 

Degree, Postgraduate  

Diploma (eg Post Graduate 

Diploma in Library and 

Information Studies SVQ 

level 5 or equivalent) 

• Membership of a 

relevant 

professional 

body eg Chartered 

Librarian  

Application 

Interview 

 

Skills, Abilities & 

Knowledge 

• Ability to identify and act 

on opportunities for service 

improvements  

• Analysis and reporting skills 

• Knowledge of 

needs and interests 

of users.  

Application 

Interview 

 



• Awareness of trends and 

changes within the sector  

• Team leadership and 

motivational skills  

• Ability to forward plan and 

schedule 

• Awareness of trends and 

changes within the sector  

• Knowledge of 

hazards eg mould within 

Local Studies collections 

• Knowledge of different 

types of binding and 

remedial work 

• Project 

management 

knowledge  

• Knowledge of 

needs of target 

groups  

Interpersonal & 

Communication 

Skills 

• Ability to give focus, give 

clear and articulate 

instructions 

• Team leadership and 

motivational skills  

• Experience of 

working closely with 

external partners 

Application 

Interview 

 

 


