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JOB DESCRIPTION

	Post 
	Metadata and Research Officer 

	Ref
	

	Date of JD
	04 April 2018


	Salary Scale
	AO (£19,811)


	Department 
	Education and Heritage


	Reports to
	Senior Curator & Head of Education and Heritage


	Location
	Based in Alfred Street office


	Total hours of work
	37.5 hrs per week. 


	Work pattern
	Monday to Friday 8.00am to 6pm. Hours may vary to suit the requirements of the post from time to time. TOIL in effect.


JOB PURPOSE
The Metadata and Research Officer will manage and maintain collections documentation, ensuring that a system of robust and accurate data capture is implemented.
Focusing primarily on UTV archive content, they will research and produce technical and descriptive metadata and will conduct quality assurance testing on digitised content.
The role will require them to work in close partnership with the Public Record Office of Northern Ireland (PRONI), ITV and the British Film Institute, assisting in the planned, coordinated and systematic management of digitised content. 
MAIN DUTIES AND RESPONSIBILITIES
· Conduct archival research, as required for the selection of titles and preparation of metadata.

· Creation of content based metadata for titles selected for the UTV Archive digitisation and access programmes.

· Creation of corresponding catalogue entries for Northern Ireland Screen’s Digital Film Archive, for each title.
· Carry out quality assurance checks to ensure that digitisation, technical metadata and film finishing have been completed to the required standard.

· Carry out quality assurance checks to ensure all files, including master digitisation, transcoded files and finished titles are backed up.

· Carry out due diligence and process and maintain copyright permissions requests, including clearance of third-party rights;

· Liaise with third-party technical suppliers, in the preparation and transport of materials for digitisation.
· Facilitate partner organisations – PRONI and ITV – access to digitised content.
· Work with all Northern Ireland Screen staff in the implementation of an integrated approach to the development of the screen industry in Northern Ireland.

· Such other duties as may, from time to time, be required by the Senior Curator, Head of Education and Heritage and the Chief Executive. 
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