
 
 

The National Archives Student Placement Scheme 
Project Description 

 
 

About the National Archives 
 
The National Archives is the Official Archive and publisher for the UK government, and 
for England and Wales. We are guardians of some of the most iconic documents, dating 
back over 1,000 years. 
 
Our role is to collect, collate and secure the future of the government record, both 
physical and digital, to preserve it for future generations and to make it as accessible 
and available as possible. 
 
The National Archives has in excess of 200km of original documents in its collection 
and provides access to more 600,000 physical documents to the public, staff and 
government each year. We have more than 65,000 visitors each year to the Archives. 
 
Each year an additional 1km of records are accessioned into our holdings 
 
We are an accredited archive service and, in 2011, responsibility for archives across 
England was transferred to The National Archives form the Museums, Libraries and 
Archives Council (MLA). We perform the Historical Manuscripts Commission’s functions 
in relation to private records and collections.  
 
The National Archives is an executive agency of the Ministry of Justice and a 
government department in its own right. 
 
Role: Production Data and logistics analyst. 
 
About the project 
 
The Document Services Department (DSD) is responsible for the permanent storage 
and production of over 600,000 original documents to Public, staff and government 
each year. We are the custodians for over 11million records encompassing over 1,000 
years of history stored in over 200 km of Temperature and humidity controlled storage. 
Each year the collection grows by approximately 1km. 
 
To date Document services have used various in-house systems to identify document 
production rates and suitable storage locations of both our on-site and off-site 
collections. 
 
In order to rationalise this information into a dedicated format to inform future location 
and storage decisions we would like to offer a project to investigate how: 
 

 Using existing data and ICT systems it is possible to identify a dedicated set of 
parameters or an algorithm in order to provide selection criteria for the potential 
relocation of records in order to maximise efficiencies in both storage and 
production.  



 The criteria above should take account of a multitude of document delivery 
conditions. 

 To manage storage capacity and logistics for future accessions and the growing 
archive. 

 To incorporate future digitisation plans into the core storage strategy. 
 
About the role 
 
The successful applicant would be required to develop a pragmatic solution to enable 
DSD to manage document location and storage within set boundaries and criteria using 
existing data information systems. The individual will be expected to be able to identify 
and deliver the results of their findings after an agreed period of time to their supervisor 
and the Head of Document Services.  
 
There is significant opportunity for the successful individual to shape the nature of the 
storage strategy after the initial fact finding, delivery to the Head of DSD and with the 
support of the supervisor. 
 
During the initial period of the placement the successful candidate will be expected to 
work with various teams within DSD in order to fully understand the purpose and 
importance of the storage strategy. 
 
Duration of the role 
 
The proposed length of the placement is three months, but The National Archives is 
committed to offering a flexible working environment for students. The exact time plan 
can be negotiated with the supervisor at the beginning of the placement subject to the 
placement and student requirements. 
 
 
Skills development and attainment 
 
During the period of the placement, students will develop and cultivate the following 
expertise. 
 

 Analysis skills based upon historical data across several different IT systems. 

 A combination of pragmatic solution based technical and physical evaluation of 
the TNA’s logistical production and storage systems. 

 Document handling and research skills 

 Presentation skills 

 Presenting research findings (including a presentation to the Head of DSD) and 
possibly the department (up to 60 persons) at a monthly team meeting. 

 Practical negotiating and influencing skills 

 Team working 
 

The student will gain a range of skills through working in a government and cultural 
organisation, developing an understanding of the relationship between the organisation, 
its user base and the records. They will gain a transferable skills knowledge in storage 
and logistics solutions in addition to archival storage and long term digitisation 
strategies. The Student will also gain presentation, influencing and negotiating skills in a 
government environment. 
 



Students will be mentored by a designated supervisor throughout their time at The 
National Archives, and equipped with a structured learning and development plan that 
allows students to track their progress. 
 
Location 
 
The National Archives is based in Kew, surrey. We are committed to ensuring a flexible 
learning and working environment for students and although some aspects of the 
placement will necessitate being present at The National Archives site, Off-site working 
arrangements can be negotiated between the student and their placement supervisor. 
An overnight visit to our off-site storage location may also be required as part of the 
placement. 
 
Applying for this placement position 
 
To apply for this placement position, please provide the following: 
 
 

1. A cover letter detailing your interest in this particular position and how you meet 
the personal specification. Please ensure that you clarify in your cover letter that 
you meet the minimum eligibility criteria. 

2. An up to date CV. 
3. A letter from your supervisor or relevant member of staff confirming that you are 

enrolled in a course that incorporates a compulsory placement component. 
 
 
The successful applicant will need to undergo a Disclosure of Scotland security check 
before the placement can start. 
 
 
Section Two: about the supervisory arrangements 
 
1. Name of principal supervisor 
David Priest 
 
 
2. Role of supervisor in the named project 
To provide guidance, support and an overview of the current systems and storage 
working practices. To act as a sounding board for the students ideas and suggestions.  
 
 

3. How the student will be supported and their performance monitored 
 
Student will receive a dedicated desk in the admin team of DSD with Initial learning and 
development plan with scope and content included. Progress to be monitored and 
documented at regularly meetings and marked against overall progress of project. 
 
 

4. Briefly explain how the supervisor will be supported in delivering good practice: 
 
Regular progress meetings with both the student and the head of Document services in 
order to ensure that good practice is maintained. 

 
 



Section Three: recruitment 
 
All the projects will be advertised across the HE/FE and archive networks, including 
careers offices and research managers, wider placement networks such as Q-Step, and 
via the website and social media. However, please do indicate in this section any 
specific disciplines or department types where your students are likely to be based so 
that the Administrator can target these groups more effectively.



 


