Kent County Council

Job Description:   Historic Environment Record Officer 
Directorate:
Growth, Environment and Transport
Unit/Section:
Environment and Circular Economy / Heritage Conservation
Grade:

KR 7
Responsible to:
Historic Environment Record Manager
Purpose of the Job:

To support the HER Manager in maintaining and developing the Historic Environment Record, including the Maritime HER and Listed Building Record and associated GIS. The post is primarily focused on incorporating new information into the system from archaeological reports and other research, and from the National Record of the Historic Environment database, but from time to time the postholder will be required to supply heritage information to users and ensure that users of the HER understand the nature of the record and how to use it appropriately. Also, to prepare heritage information for publications and presentations, support the volunteer team, carry out outreach events and assist with Heritage Conservation projects and the work of the Heritage Conservation group generally as required.
Main duties and responsibilities:

1. To help maintain the HER and other heritage information resources and incorporate as required new information produced by the activities of the Heritage Conservation team and others. 

2. To create new HER records and GIS data from the backlog of archaeological reports awaiting entry into the system and from new reports. To document report entry appropriately and produce required statistics.

3. To enhance the HER with information from the National Record of the Historic Environment database. 

4. To answer enquiries relating to archaeological sites and monuments, historic buildings, conservation areas, historic parks and gardens and other aspects of heritage conservation, from public and private organisations and individuals. To feed back to the HER Manager on the nature of such requests.

5. To support the HER Manager in liaising with exeGesIS SDM Ltd, suppliers of the HER software, to ensure that problems and issues are dealt with and that new developments are taken advantage of.

6. To liaise with contractors, consultants and others who are enhancing HER datasets and ensure that they understand the data model and structures, procedures for creating new records and standards of data maintenance required by KCC.

6.
To attend regional or national HER meetings, in particular ALGAO or HBSMR User Group meetings as required.

7.
To advise the HER Manager as to the impact on the HER of Heritage Conservation projects and support those projects as required.
8.
To recruit, train and support the Historic Environment Record volunteer team and help them add the results of their research or other information to the HER.
9.
To help create appropriate education and outreach materials, whether hard-copy or online as required. To carry out outreach and educational events to use and promote these materials.

10.
Undertake any other duties as may be required by the Heritage Conservation Manager relating to Kent’s historic environment. 

Footnote:
This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

Kent County Council

Person Specification:   Historic Environment Record Officer
The following outlines the criteria for this post.   Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	First degree in relevant subject (eg archaeology) or equivalent knowledge and skills

	EXPERIENCE


	Relevant experience in heritage information management or IT

	SKILLS AND ABILITIES


	Very good computer literacy. Good numeracy skills. Good command of written and spoken English. Good report writing skills.

Ability to summarise information concisely, accurately and rapidly

Good organisational skills and a disciplined approach to work


	KNOWLEDGE


	Good knowledge of UK archaeology and heritage
Awareness of Data Protection and confidentiality issues 

Staff will be expected to have an awareness of and work within national legislation and Corporate and Directorate policies and procedures relating to Health and Safety



	KENT VALUES AND CULTURAL ATTRIBUTES


	Kent Values:

1. We are brave. We do the right thing, we accept and offer challenge

2. We are curious to innovate and improve

3. We are compassionate, understanding and respectful to all

4. We are strong together by sharing knowledge

5. We are all responsible for the difference we make

Our values enable us to build a culture that is:

Flexible/agile - willing to take (calculated) risks and want people that are flexible and agile

Curious - constantly learning and evolving

Compassionate and Inclusive - compassionate, understanding and respectful to all

Working Together - building and delivering for the best interests of Kent

Empowering - Our people take accountability for their decisions and actions

Externally Focused - Residents, families and communities at the heart of decision making 
(If this document is being used for recruitment purposes, examples of Behaviours which support the Kent Values will need to be demonstrated within the context of this post)  



Job Match (Job Profile reference, Grade and date of match) initials of personnel representative. 


