	Role duration:
	3-31 August 2026

	
Times:
	Daily Mon-Fri 10am-5pm

	
Role description:
	Volunteers will help prepare Poole Lighthouse archives for transfer to Dorset History Centre by helping to re-box and repackage the archives into archival packaging supplied by DHC; to create an up to date box-list of the re-boxed collection using an Excel spreadsheet; and to sort individual series such as programmes, brochures and posters into two master sets – one for DHC and one for Poole.

	
Work location:
	
Poole Lighthouse


	
Training:
	Volunteers will be given an induction about the purpose and objectives of the project. Guidance in handling and examining documents and training in repackaging and box-listing will be provided by DHC staff.

	
Welfare:
	Refreshment facilities will be available at Lighthouse. You will need to bring your own lunch. 

	
Reimbursement:
	
Voluntary, unpaid (except for travel expenses)


	
Travel:
	Travel to Lighthouse, Poole, and parking expenses are reimbursable thanks to the National Lottery Heritage Fund grant.

You will need to make claims which are accompanied by receipts.





	Role Description

	Role Purpose
	To assist the Project Archivist in organising, sorting, and box-listing the archive collection held at Poole Lighthouse, in preparation for its transfer to Dorset History Centre for permanent preservation.


	Role Duties & Responsibilities
	i. To work under the direction and supervision of the Project Archivist (OR Principal Archivist)
ii. To handle original documents to standards set out in training, minimising the risk of damage to archive materials
iii. To clean surface dirt from archival records, where appropriate, under the supervision of the Project Archivist
iv. To re-package archives using appropriate preservation materials
v. To transfer information held in the original documents into Excel
vi. Some lifting of archival boxes may be required – please let us know if this is impossible and we will make appropriate adjustments.


	Working Environment
	Poole Lighthouse – various storage areas





	Person Specification

	Knowledge and experience
	i. Knowledge of the history of Poole Lighthouse, or a willingness to learn and an interest in its history
ii. Experience of working with archives, or willingness to learn/interest in the same
iii. A working knowledge of computers, especially Excel
iv. Experience of summarising information accurately, tailored for sharing with different audiences, or willingness to learn/interest in the same


	Key Skills
	i. Ability to follow instructions / a research brief
ii. Willingness to learn
iii. Excellent attention to detail
iv. Computer skills, especially Excel
v. Ability to communicate research findings clearly and concisely
vi. Patience and willingness to work through large quantities of repetitive documents
vii. A good level of manual dexterity and the ability to work carefully and diligently with fragile archival materials is essential for this role
viii. Ability to work independently and as part of a team
ix. Willingness to share knowledge and experience with staff and volunteers
x. A flexible and helpful approach






