Transport for London -e-

Job title Archives Visualisation and Accessibility Officer

Reporting to

- Corporate Archivist - 51142531
(position number)

Hay score | Pay Band Pay Band 1

Job Purpose ﬂ

The Archives Data Visualisation and Accessibility Officer is responsible for the creation of materials which present archives
data in a clear and engaging manner. This will require creative input to transform static data into visual aids and will also
require the application of established design techniques and accessibility requirements to the visualisations.

The role holder will support the Archivists in developing existing resources and agreeing future visualisations. The role
holder will perform accessibility appraisals of legacy resources and act as the accessibility lead for the team. They will
advise on developments and improvements in technology that can assist both process efficiency and accessibility and
implement such developments and improvements as agreed with the Corporate Archives Manager.

The role holder will use their experience and expertise to contribute to the effective management and promotion of TfL's
archive assets as a corporate resource and assist in the visualisation of data to enhance TfL's reputation.

Key accountabilities ﬁ

1) Ensure that the Corporate Archives materials developed for outreach and engagement have a consistent look and feel
which reflects positively on the TfL brand.

2) To design and test prototypes for online data visualisations, in collaboration with the Corporate Archives team and
external partners, which contribute towards engaging, informative and audience appropriate online resources.

3) To design and coordinate supporting materials for use by external parties.

4) To improve resources and materials in response to feedback. Online resources and materials must also be monitored
for continuing accessibility and compliance with the latest standards and guidelines.

5) Appraisal of data for inclusion in future online visualisations, including assessing hard copy records for digitisation
suitability.

6) Producing and maintaining accessibility considerations guidance for all archives material - hard copy, audio, video, born
digital, and digitised

7) Assisting Corporate Archives team in the monitoring and continual review of the online remote volunteering website, with
particular emphasis on the site being fit for purpose.

People management responsibilities

Does this role have people management responsibilities? Yes No D

If yes, then the role-holder is responsible for leading and supporting the people that report to them in a way that allows those individuals
to perform and develop to their best in their career at TfL.

This job description takes account of the primary factors but recognises there may be an number of items required to
fulfil the role, but which are not required to be detailed.
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Financial Impact

No direct financial impact. The creation of materials will be done using existing resources or through partnerships.

Key interfaces

Corporate Archives Manager - determining objectives, performance reviews, providing feedback on strategies
Corporate Archives team - determining work tasks and schedules, providing guidelines, knowledge and skills sharing
Corporate Archives volunteers - reviewing outputs, providing guidance, providing training

External partners - attending meetings, analysing products, providing feedback on suggested timelines

T&D peers - seeking opinions and knowledge on technical issues

Staff Network Group for Disability - seeking expert advice on accessibility issues

Knowledge

Good knowledge of visual and product design.

Good knowledge of TfL design standards and accessibility requirements.

Appraisal and cataloguing guidance issued by TfL Corporate Archives, The National Archives (TNA) and other sources
Knowledge of accessibility tools and aids

Skills

Good organisational skills and an ability to prioritise effectively.

Good team working skills.

Good communication skills, both verbal and written, to enable interaction with volunteers and external partners.

Ability to present archive data to non-professional archives audiences and in particular to new audiences in an engaging
and accessible manner.

This job description takes account of the primary factors but recognises there may be an number of items required to
fulfil the role, but which are not required to be detailed.
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Experience

Visual or product design.
Presenting technology & data to people to engage and inspire them.
Accessing archives data and online heritage sites.

Our |5 competencies are the generic skills, including interpersonal skills and knowledge need to perform well in a role, but
not all of these will be applicable. Based on the requirements of the role, please indicate those competencies that are most
relevant (6 - 8 max) and the level required with A the least complex and E the most complex level.

Refer to the [Competency Guidance Notes for Managers | for further information and the | Competency Framework | to determine
the competencies and levels to be included.

Building capability B Communications and influence A
Responsiveness Stakeholder management
Customer service orientation A Planning and organisation B

Strategic thinking Commercial thinking

Problem solving and decision making A Safety awareness

Organisational awareness Managing business performance

NRREENE

Change and innovation A Team leadership

Results focus

NENENENE

HEALTH & SAFETY STATEMENT

All employees have a general duty in law to take reasonable care for the health and safety of themselves and of other persons who may be
affected by their acts or omissions. All employees must understand and be committed to Transport for London’s Health and Safety Policy
statement and the Company’s safety priorities and be aware of their contribution to such priorities. All employees must also be aware of
and comply with all current health and safety legislation and other Company requirements that are relevant to their role.

EQUALITY STATEMENT

Transport for London values the diversity which exists in our city, and our aspiration is to reflect this diversity in our workforce. All
employees must be aware of and committed to the Equality Policy Statement of Transport for London. All employees must also be aware
of and comply with other Company requirements associated with Equality and Diversity issues relevant to their role.

CRIME & DISORDER STATEMENT

It is a statutory requirement for all departments within TfL to follow Section |7 of the Crime and Disorder Act 1998. Section |7 requires
authorities to consider the likely affect on crime and disorder and community safety in all that they do, and take action to prevent crime
and disorder, substance misuse, anti-social behaviour and behaviour that adversely affects the environment. TfL has voluntarily been
committed to following Section |7 since 2006, but we must all make sure that it is considered in decision making, policies and procedures
in the same way that equality and health and safety are.

PRIVACY & DATA PROTECTION STATEMENT

Personal information relating to TfL’s customers, workforce and members of the public, must only be collected, accessed or used by
employees for legitimate business purposes directly related to the performance of their duties; and in accordance with their terms and
conditions of employment, TfL’s Privacy and Data Protection Policy, The TfL Code of Conduct and relevant HR policies. The misuse of
personal information is generally viewed as gross misconduct and may also constitute a criminal offence.

This job description takes account of the primary factors but recognises there may be an number of items required to
fulfil the role, but which are not required to be detailed.
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https://sharelondon.tfl.gov.uk/hr/je/Hiring_Managers_site/JD_Toolkit/Documents/TfL%20Competency%20Briefing%20Note%20For%20Line%20Managers.pdf
https://sharelondon.tfl.gov.uk/hr/je/Hiring_Managers_site/JD_Toolkit/Documents/TfL_competencies.pdf
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ADDITIONAL INFORMATION AND/OR ADDENDUM

Please delete and write over the guidance text below.

This section is only required in exceptional cases, for example if the role requires additional information about Health &
Safety, or Equality, or Crime and Disorder.

Additional may be entered where an addendum is required for generic job descriptions.

This job description takes account of the primary factors but recognises there may be an number of items required to
fulfil the role, but which are not required to be detailed.

Direct @ Active Fair @ Accountable Collaborative
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