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JOB DESCRIPTION: 
 
DOCUMENTARY AND DIGITAL ARCHIVES SUPERVISOR – OA South  
 
This job description is compiled in accordance with the National Occupational Standards for Archaeology.  
 
The role is based at our Oxford office and although the role is full time, part time working will be considered. 
The successful applicant will be expected to work equally on analogue and digital archives.  

 
Job Title: Documentary and Digital Archives Supervisor - OA South. 

 

Line Manager:  

Head of Archives.  
 

Functional Manager:  
Head of Archives.  

 

Supervisory Responsibility: 
The post holder will be responsible for allocating work to and supervising Archives Assistant 
Supervisors, Archaeologists and Volunteers whilst working on Archive tasks. 

 

Function:  

The Documentary and Digital Archives Supervisor will be responsible for managing the 
administration, processing and preparation of documentary and digital Archives at the Oxford 
office, providing a support service and advice to those who undertake fieldwork projects at 
OA South.  
 
They will be responsible for the logging of paper and digital archives brought to the premises, 
tracking their status and location as they are processed and, ultimately, deposited. This 
includes liaising with any internal and/or external specialists who might be working on this 
material.  
 
The post holder will liaise with the Head of Archives, museums, other finds stores and archive 
repositories to ensure that physical and digital archives are appropriately deposited, in so far 
as this lies within their power.  
 
The Documentary and Digital Archives Supervisor will operate in accordance with all current 
OA manuals and policies, the CIfA Code of Conduct, and relevant Standards and Guidance.  

 

Duties:  
1. The Documentary and Digital Archives Supervisor will conduct the processing, 
administration, preparation and deposition of analogue and digital archives, including 
metadata, according to the policies of Oxford Archaeology and accepted professional 
standards.  
 
2. To ensure the accurate recording and tracking of paper and digital archives brought back 
to the Oxford office.  

 
3. Co-ordinate the archives processing and administration programmes with any other 
relevant areas, such as Finds, Fieldwork, Geomatics, Post-excavation and Burials, and liaise 
with any other relevant staff to ensure that archive materials and data are passed on at the 
appropriate time.   
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4. To provide advice and guidance on management, processing, storage and archiving of 
physical and digital archives.   

 
5. To liaise with the Head of Archives, Project Managers, finds and environmental specialists 
about work programmes and the prioritisation of archiving tasks, and to implement the 
agreed work programme. To alert the Head of Archives about potential overruns.  
 
6. To supervise individuals, volunteers, work-experience students and teams undertaking 
archives preparation, delegating responsibilities as appropriate and providing support, 
guidance, feedback and training.  
 
7. To ensure the availability of adequate facilities and equipment for the processing and 
storage of archives, liaising with the Head of Archives.  
 
8. To assist Head of Archives, and others responsible for community archaeology events, in 
the identification and preparation of appropriate material for display.  
 
9. To assist with the stewardship of the documentary reference collection, including maps 
and slides and the analogue and digital report library.  
 
10. To ensure that all duties are undertaken with due regard to the health and safety of the 
activities for which they are responsible and for those who undertake them.  
 
11. To undertake the assessment of stratigraphic and structural evidence resulting from 
fieldwork projects, and preparing the appropriate reports, as agreed.  
 
12. To take responsibility for their own personal development and performance 
improvement.  
 

 
 

Knowledge and Skills Required: 
 

a) Good general knowledge, understanding and experience of field archaeology and the 
principles, practices, procedures and processes relevant to archaeological investigations.  
 
b) Understanding of material archive records and environmental sample processing records.  
 
c) Good knowledge and understanding of the appropriate range of processing and 
administrative procedures, practices and processes both in the field and in the post-
excavation phase relating to the preparation of archives for deposition.  
 
d) Some specialist knowledge of one or more categories of documentary archiving, including 
digital archiving, and a good overall knowledge of the range of archiving procedures and 
practices, so to enable the provision of accurate advice to those managing projects, and the 
ability to provide independent reports and/or written guidelines on related topics. This 
should be supported by a demonstrable interest in the recording and archiving of 
archaeological data.  

 
e)  Ability to collect, interpret, analyse and present data in relation to archives. This includes 
text, numeric, drawn and photographic data in traditional and electronic formats, and may 
include the preparation of a range of reports, including client reports, and/or reports for 
museums, OASIS and HER.  
 
f) A practical, clear-headed and organised approach, and ability to ensure that all data 
collected is accurate, relevant and in the required format, and is appropriately and securely 
stored, and that progress and status are recorded and communicated regularly. 
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g) Ability to organise and supervise staff and volunteers and to identify resource 
requirements, including facilities, equipment and specific staff skills and expertise.  
 
h) Ability to monitor the performance and development of teams or individuals, including to 
monitor and assess performance, and provide feedback, guidance and training appropriately. 
This includes the ability to deal with poor performance appropriately. 
 
i) Ability to ensure the protection of documents and digital data in the archive, to store it 
securely and appropriately in the required format. 
 
j) Knowledge and understanding of administration procedures and tools, including the use of 
spreadsheets, databases and other relevant software, in order to monitor project schedules 
and record and track the whereabouts and status of records.  

 
k) good communication skills, including listening and negotiation skills, specifically with 
museums, clients, stakeholders, staff, management, and colleagues. 
 
l) Thorough knowledge and understanding of current legislation, related policies, issues of 
practice and strategies for reducing risks in the area of Health and Safety, as it relates to 
archives. This includes the ability to prepare, implement, monitor and review Risk 
Assessments.  It also includes the safe operation of any equipment and the use of Personal 
Protection Equipment. 

 
m) Knowledge and understanding of archaeological theory and practice, procedures and 
processes, and an aptitude to maintain an awareness of current developments in relevant 
areas.  

 
n) Ability to understand and observe the principles of Continuing Professional Development 
and how to prepare and maintain a Personal Development Plan. 

 
o) Ability to drive a car and/or mini bus safely is desirable but not essential.   
 
p) The role will have some physical duties i.e. lifting and carrying boxes, use of box lift, 
ladders and stairs. 

 
 


