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Staffing Roles and Responsibilities

	


I.
Staffing Roles and Responsibilities

The following table identifies and describes the work groups and their characteristics in context with their use of the Digital Archive. It should be noted that the VERS project is managed through the Public Record Office, which has a centralized digital repository. Therefore the roles and responsibilities for records managers are not specified in detail. However, as digital repositories are set up in each UNPO, the types of activities described for the “Archivists” will correspond in a decentralized model.

	Work Group
	Description

	Internal 

	Archivists
	Archivists will be active users of the Digital Archive to perform their operational duties. Archivists’ role is largely related to accessioning records into PROV custody and managing the digital collection.

Their responsibilities will include:

· accessioning records;

· collection management (ongoing maintenance of collection, Arrangement & Description, Appraisal);

· functions that cause modifying records; and

· implementing disposal actions.

	Digitising staff
	Paper records that are digitised will be created as VEOs by the digitising staff.


Digitising staff:

· create and manage online exhibitions;

· create VEOs;

· possibly modify VEOs;

· search the collection; and

· order paper records for digitising.

	Issues staff
	Issues staff will continue to manage the following:
· registration of agency users;

· ordering for agencies;

· picking and issuing paper records;

· issuing closed paper records to agency users

· retrieval of paper records, back from agencies; 

· following up overdue paper records; and

· responding to agency users’ requests. 

	IT Support (incl. System Administrator)
	Support staff will maintain the Digital Archive.

	Preservation
	Ensuring that digital information remains usable and accessible through time.

Preservation staff will review and modify digital records, and manage migration.

	Public Programmes staff
	Public programmes staff produces exhibitions and publications, manage reproductions, create and maintain PROV guides. In order to perform their work, they will perform searches and order records.

Public programmes staff also; 

· conduct seminars and training sessions; and

· assess applications to publish records from the PROV collection.

	Reference staff
	Reference staff manage public users’ access and assist them with their research by providing guidance on:

· what’s in PROV’s collection;

· how to find records in PROV’s collection;

· how to order records;

· Seminars available;

· Training;

· Helpdesk; and

· User Registration/Management.

· Reference staff also order records on behalf of users when necessary.

	Repository staff
	Repository staff will track any physical media which digital records are supplied.

Repository staff will continue accessioning and processing paper records.

	Standards Staff
	Standards staff will continue:

· developing PROV policy and processes;

· to ensure the appropriate standards relating to digital records are maintained;

· registering (new) standards; and

· performing compliance checks against standards.

	Technical Archivists
	Technical Archivists will perform the mechanical processing of accessions. Their tasks will include checking records, preparing Non-VEOs and processing VEOs. 

	External

	Public clients
	Members of the public will search, browse, view and order electronic and paper records held by PROV.

Public clients will also register as a PROV user and seek help online in the Digital Archive.

Public clients also have the ability to order copies of paper records (as per the current process), including certified copies. 

	Government Agencies – Transfer records
	An administrative unit that has or has had responsibility for the provision of at least one aspect of government administration and will deposit electronic records to PROV. 

An agency requests appraisal and transfer in most cases. 

Agencies may deposit paper records and mixed records (paper and electronic) and are jointly responsible for setting certain policy about their records (e.g. access status). 

	Government Agencies – Access records
	An administrative unit that has or has had in the past, a responsibility for the provision of at least one aspect of government administration and will access the electronic records held by PROV.

An agency will have the ability to order paper records in bulk. Agencies need to authenticate themselves to access closed records. 
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