
 

 
 

 
 

 

 

 
 

 

 

 

 

 

 

THE NATIONAL ARCHIVES
 
DIRECTOR - COLLECTIONS AND TECHNOLOGY 


COLLECTIONS AND TECHNOLOGY GROUP
 

Overall job purpose 

To lead for The National Archives (TNA) on the strategy for, and delivery of, content 
and technology services.  This post also covers the provision of advice and guidance 
to external holders of records and the care of the collections.  The post holder is the 
Senior Responsible Owner on Seamless Flow, the organisation’s major programme 
to acquire, preserve and make available electronic records. The post holder is also a 
member of the executive and Management Board of the organisation, and is 
expected to work as a team player in determining the organisation’s approach to all 
key issues facing it. 

Reporting to: Chief Executive 

Key overall priorities 

•	 To act as a member of the senior management team which has overall 
responsibility for managing a dynamic organisation in a rapidly changing 
environment. 

•	 To continually develop TNA’s strategy for its content and technology 
provision, using/ developing a strong understanding of the external 
information, government and technology environment, as well as the needs of 
the research community, with a strong understanding of the potential for 
partnerships. 

•	 In particular to develop, with Departmental Record Officers in major 
government departments, a strategy for the management of records in central 
government, including shared services across government. 

•	 To deliver on this strategy, including ownership of major projects, and of the 
negotiation and management of appropriate partnerships. 

•	 To lead TNA’s strategy for content – including determination of what it is 
relevant to collect in an electronic world, and in which way, and the relevant 
partnership strategy. This will involve close working with the academic 
research community and the development of strong partnerships with key 
bodies such as AHRC, ESRC and JISC. 

•	 To lead on TNA’s Seamless Flow programme to ensure that it is delivered to 
time and budget and that the implications of the programme for government 
departments are fully explored and that a programme for managing necessary 
changes is implemented.   

•	 To lead the collection-care function of the organisation, including risk 
management and passive conservation, scientific research and physical 
intervention and to promote the development of external partnerships in this 
area. 



 

 

 

 
 

 
 

 

 

 

 

 
 

 
  

 

 

 

 
 

 
 

•	 To lead on the development of a strategy for TNA’s role in relation to other 
institutions that hold records and to ensure this strategy is implemented. 

•	 To lead and develop the staff within the collections and technology areas, and 
ensure that we develop appropriate approaches to attract, value and retain 
strong expertise within these areas within TNA. 

Key Responsibilities 

Content 

•	 Play a leading role in the development of a strategy for a more coherent and 
joined-up government records service in conjunction with leading players in 
the government records world. 

•	 Ensure that the strategy is followed by the development of a coherent plan 
and timetable for action. 

•	 Lead TNA’s thinking on its overall content strategy, including what records are 
selected, who holds them and what expertise we need.  This covers not only 
central government records but also re-examination of the boundaries of local 
and central records within an e-environment, as well as a strategy for 
managing different formats. This will require research into user needs and 
overseas and UK practices. 

•	 Ensure that the strategy is put into action and that appropriate partnerships 
are put into place. 

•	 Lead TNA’s partnerships with the academic sector, building appropriate 
partnerships with research councils, academic institutions and other bodies 
such as RIN and JISC. This will be significant to feed into TNA’s overall 
digitisation strategy as well as to inform TNA’s overall content strategy, by a 
strong understanding of current and potential researcher needs. 

Technology 

•	 Act as senior responsible owner of the Seamless Flow programme, ensuring 
that it delivers to time and to budget. 

•	 Work with government departments to ensure that they buy into the 

programme. 


•	 Take the lead in ensuring that the Global Search programme is extended to 
allow personalised searching and, subject to funding, that it is used to search 
the holdings of other archives. 

•	 Keep ahead of developments in IT, ensuring that TNA continues to provide 
world-leading information services. 

Collection care 

•	 Ensure that TNA has a clear strategy for the care of its collections. 



 

 

 
 

 
 

 

 
 

 
 

 

 

 
 

 
 

 

 

 

 

 
 

•	 Build on current research to develop a risk-based approach to collections 
care. 

•	 Ensure that TNA has a clear strategy for research into collections care in 
conjunction with partners. 

Service management 

•	 Lead the provision and development of all of TNA’s IT services, including 
internal networks, IT support, web hosting, database administration, system 
development and global search. 

•	 Constantly seek ways of doing things ‘smarter’ or better – and lead business 
process re-engineering as appropriate to streamline or integrate services. 

Advisory service 

•	 Develop a strategy for TNA’s relationship with other institutions that hold 
records in the UK to ensure that researchers have seamless access to 
records across the UK. 

•	 Ensure that the TNA’s advisory function meets their needs within appropriate 
financial constraints – and that it is well respected within the UK archive 
community. 

•	 Continue to develop the service as the newest part of TNA, ensuring that the 
Advisory service works effectively as an integral part of the whole 
organisation. 

Staff management and communications 

•	 Lead a sizable staff team, with varying skills and functions, to create a joined-
up, motivated and energised team. 

•	 Ensure that communications across the team are very strong, at all levels, so 
that all staff understand what is expected of them, and the outcomes they are 
seeking to deliver. 

•	 Ensure that every member of staff has clear performance targets that identify 
both their own role, and how it relates to the wider goals of the organisation. 
Ensure that every member of staff has a meaningful performance review 
every year, and is given regular feedback on how they are performing. 

•	 Work with HR to develop an approach to retaining and valuing professional 
expertise within TNA, ensuring that TNA attracts, retains and develops expert 
staff in collection areas, enabling TNA to build on its strong existing 
reputation. 

Resources 

Staff:     Total: c 550 (TNA) 
Direct: c 150 (Division) 



 
 

                          
                          

 

 
 

 
 

 
 

 

 

 
 

 

 

 

  
 

  
  

 
 

 
 

 

 

Finance (TNA overall):	 Financial management of: £40m gross   
Running Costs: £37m gross 
Capital: £3m 

Key skills required 

Essential 

•	 An understanding of the government records environment in particular and 
the UK records scene in general. 

•	 Up-to-date awareness of information technology and of the issues 

surrounding digital records. 


•	 Commitment to ongoing change in line with the changing external 

environment. 


•	 A strong understanding of the needs of researchers (both academic and 
general) and an ability to work well with the academic community at a senior 
level. 

•	 Very strong networking and negotiation skills, with the ability to build strong 
networks within TNA, with partners, and with key stakeholders. 

•	 A track record of service improvement – with an ability to see how we can do 
things smarter rather than just do less, and an ability to challenge the status 
quo. 

•	 Strong interpersonal skills coupled with a strong teamwork ethos. 
Demonstrable track record of supporting team members and colleagues. 

•	 An ability to see the whole organisation and understand the business, and 
contribute to, or lead strategic debates around its future. 

•	 Strong people management and coaching skills, with excellent communication 
skills. 

•	 A ‘can do’ approach. 
•	 Experience in running major services at a similar level. 

Desirable 

•	 Expertise in digital preservation. 
•	 A strong professional records management or archival professional 


background. 

•	 A strong academic research background. 


