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Job Description

Job Purpose

Job title

Reporting to 
(position number)

Hay score / Pay Band

Guidance

Key accountabilities

People management responsibilities 

Does this role have people management responsibilities?

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.

Yes No 
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Knowledge

Skills

Financial Impact 

Key interfaces 
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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 17 of the Crime and Disorder Act 1998. Section 17 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 17 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.

Our 15 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 Briefing Note for Line Managers for further information and the Competency Framework to 
determine the competencies and levels to be included. 

Building capability Communications and influence

Responsiveness Stakeholder management

Customer service orientation Planning and organisation

Strategic thinking Commercial thinking

Problem solving and decision making Safety awareness

Organisational awareness Managing business performance

Change and innovation Team leadership

Results focus

Experience

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.

PRIVACY & DATA PROTECTION STATEMENT

http://source.tfl/pdfs/our_competency_briefing_note_for_line_managers.pdf
http://source.tfl/pdfs/Our_Competencies_Dec2014.pdf
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ADDITIONAL INFORMATION AND/OR ADDENDUM


	Enter job title: Corporate Archivist
	Position number: Head of Information Governance & DPO (51142546)
	Enter Hay score / Pay Band:  / Pay Band 3
	t1: 
	Enter text: The Job Holder has responsibility for ensuring that TfL has in place a comprehensive strategy for the development, preservation and exploitation of its corporate archives collections which encompasses all relevant business/operational activities and supports compliance with relevant policy, regulatory and legal requirements. They will manage the delivery of an efficient and cost effective service to both internal and external users of TfL's corporate archives collections.

The Job Holder will also use their professional knowledge and experience to promote the use and exploitation of the TfL archives collections; and ensure that those collections are recognised as a valuable corporate resource. They will manage contractual arrangements with external service providers engaged to support the work of the Corporate Archives Team, ensuring that associated risks are mitigated.
	Tooltip: Please see example :

"The job will have responsibility and accountability for delivering the projects to time, budget, scope and quality, and supporting the Programme Manager, they will optimise the allocation and utilisation of project and programme management professionals, subject matter experts and external suppliers.
 
The job will work within the Programmes & Delivery team to leverage their specialist expertise within projects to ensure the implementation of a holistic and comprehensive project delivery model.”
	t2: 
	Enter text 02: 1. Lead and develop a team of archivists responsible for identifying, acquiring, cataloguing, preserving and managing  information generated by TfL and its predecessors which is of historical value to the organisation and its external stakeholders 

2. Lead the exploitation of TfL's archive collections, to the benefit of the organisation, promote the TfL brand and raise awareness of London’s unique transport heritage; working closely with the London Transport Museum and other external organisations with a common interest in this heritage.

3. Deliver a responsive and cost-effective corporate archives storage and retrieval service; managing the commercial relationship with relevant outsourced service providers and the associated budget (ie forecasting, monitoring and reporting on expenditure against agreed targets).

4. Identify and implement innovative, cost effective, strategies/initiatives covering the development, preservation and exploitation of TfL's corporate archive collections, including leading a transition to the acquisition of digital content.

6. Lead an effective programme of outreach activities (including internal/external exhibitions, media use of the archive collections and the licensing or temporary loan of records) and manage a team of volunteers who support the work of the Archives.

7.Identify and maintain online resources (including the archives catalogue and research notes) to facilitate access to, and the use/exploitation of, TfL's corporate archives collections.
	Tooltip 2: Please see examples :

"Responsible for the reporting of periodic department expenditure against the budget to ensure is in line with forecast spending.

Provide a wide range of ad-hoc analyses, to produce accurate, insightful and meaningful interpretation of customer travel behaviour.

Manage assigned projects, in accordance with the TfL PPM Methodology and working to relevant corporate standards, to ensure delivery of intended business benefits."
	Text2: Managing commercial agreements between TfL and external service providers in the areas of archives storage, cataloguing and retrieval services; preservation work; and scanning/digitisation services, with an annual expenditure of approximately £80,000 pa.
Managing c3 direct reports.
	Text3: Internal: advising and influencing colleagues up to the level of Managing Director, who are responsible for: corporate governance arrangements (including policies and standards); supporting the use of the archives collections, systems and practices used to create and manage information assets; processing requests for access to information held by TfL; procurement activities. Colleagues from the London Transport Museum.

External: engaging, influencing and negotiating with external stakeholders including: users of the Corporate Archives service; prospective/current service providers; commercial partners who may wish to consider licensing arrangements; the Greater London Authority and its other functional bodies; government departments/agencies; contacts working for museums and archives which may be interested in working collaboratively on exhibitions, research projects, etc.
	Text4: 1. Excellent professional understanding of archives and records management issues and relevant external standards (eg ISO/TR 18492:2005; ISAD(G); ISO 15489-1:2001 and BIP 0008-1:2008).

2. In-depth knowledge of relevant guidance and codes of practice issued by The National Archives; the Information Commissioner’s Office; and other relevant sources.

3. An awareness of information security and assurance issues. 

4. An awareness of relevant legislation affecting the management of information and records (eg the Freedom of Information Act; Environmental Information Regulations; Data Protection Act/GDPR; Re-Use of Public Sector Regulations; INSPIRE Regulations; Health and Safety at Work Act; etc).
	Text5: 1. Ability to anticipate and evaluate potential challenges to the effective management, preservation and exploitation of corporate archives collections at a strategic level (including changes to business processes, organisational structures, the law, etc) and identify pragmatic solutions.

2. Excellent communication and influencing skills, with the ability to articulate persuasive arguments verbally and in writing.

3. Ability to assimilate information quickly and explain policy requirements to colleagues and external stakeholders at all levels.

4. Ability to lead and develop a team; manage budgets manage/prioritise a large and varied workload.
	Text6: 1. Extensive experience of leading on archives and records management issues within a large/complex organisation.

2. Extensive experience of liaising with a diverse range of internal and external stakeholders at all levels of seniority.

3. Managing, motivating and supervising a team and carrying out quality assurance reviews of their output.

4. Promoting behavioural change within a large organisation, to create a culture in which archives collections are valued as both a business and heritage asset.
	c1: Off
	1: [ ]
	c9: Yes
	9: [C]
	c2: Off
	2: [ ]
	c10: Yes
	10: [C]
	c3: Off
	3: [ ]
	c11: Off
	11: [ ]
	c4: Off
	4: [ ]
	c12: Off
	12: [C]
	c5: Yes
	5: [C]
	c13: Off
	13: [ ]
	c6: Yes
	6: [C]
	c14: Yes
	14: [C]
	c7: Yes
	7: [C]
	c15: Yes
	15: [C]
	c8: Off
	8: [ ]
	Text7: 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. 
	Yes: Yes
	No: Off


