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1. JOB DESCRIPTION 
 
1.1 Job Title:   Archivist, Wheal Martyn 
  
1.2 Salary:   £30,000 (pro rata)  
 
1.3 Hours:    32 per week (0.8 FTE) 
 
1.4 Responsible to:    Curator, Wheal Martyn 
 
1.5 Location:     Wheal Martyn, St Austell 

also required to work at off site location 2-3 miles away 
 
1.6 Period of contract:  12 months from 
 
 
2. CONTEXT 

2.1 Wheal Martyn Trust holds an extensive Archive relating to Cornwall’s china clay mining 
industry – an industry which shaped the landscape, economy and lives of people in mid-
Cornwall and beyond.  The Archive is largely formed of the institutional records of English 
China Clays Ltd. (ECC) and its various predecessor bodies. ECC was one of the UK’s top 
100 companies and leading exporters in the 1980’s and the industry was a driver of the 
Cornish economy for 100 years.   

2.2  The Archive is an integral part of Wheal Martyn Clay Works, the UK’s only china clay 
museum and has been established by members of the museum’s China Clay History 
Society over the last 20 years.  It is currently stored off site in poor conditions and this post, 
funded by HM Treasury through The National Archives (TNA) Covid-19 Support Fund, will 
help to address the immediate risks that are posed to the long term security and 
preservation of the collection, which have been compounded by the effect of the Covid-19 
pandemic. 

2.3 The Archive is supported by approximately 15 volunteers. 

2.4 Wheal Martyn Trust’s Vision for the Archive: “Greater awareness of and public engagement 
with the documentary heritage of the china clay industry (and related industries and 
organisations) held safely at Wheal Martyn for future generations in a good state of 
preservation and well documented, researched and available for public access both 
physically and digitally under professional stewardship supported by volunteers.” 

 
2.5 This is an exciting opportunity to work with a small but passionate team to progress a vital 

next step in the safeguarding one of Cornwall’s most significant industry archives and play a 
key role in the pursuit of the above vision. 

 
 
3. OVERALL PURPOSE 
 
3.1 To plan and deliver an urgent programme of work to clean, consolidate and relocate the 

most significant parts of the Archive from the current premises to Wheal Martyn, in line with 
our funding application to TNA. This will include managing improvements to the storage 
area at Wheal Martyn, training and supporting the work of volunteers, which will be a key 
part of this role.  To deliver this work in the context of recent and ongoing advice from the 
National Conservation Service and an external Scoping Grant report produced in 2019. 



4. KEY TASKS AND RESPONSIBILITIES 

The post holder will be supported in the delivery of this project by the Curator as well as a 
project Steering Group including the Curator, Director, professional advisors (who have 
been in involved in the development of the project) and a representative of the museum’s 
Archive working group. 

4.1 To develop and implement a plan in preparation for relocating the Archive to Wheal Martyn, 
including: 

 adaption of spaces to accommodate the Archive, in the most space efficient way to 
maximise the amount of collection to be relocated in the best possible condition 

 relocation of IT equipment and the reference library from the current location to 
Wheal Martyn, including the provision of desks and other work spaces 

 sourcing of materials and equipment needed for the relocation of the Archive, 
including shelving, packaging, archive cleaning resources, PPE, environmental 
monitoring etc 

 
4.2 To plan and deliver work to prepare, consolidate and relocate the Archive to Wheal Martyn, 

including cleaning and re-boxing Archive material, working in line with best practice in 
archives 
 

4.3 Improve the environmental and storage conditions at Wheal Martyn and in spaces retained 
at the offsite store, ensuring these are maintained and monitored effectively 

 
4.4 To train, manage and supervise volunteers to assist in the relocation of the Archive (in a 

Covid safe way) and to be able to access the Archive safely in the longer term. Work with 
volunteers to set standards and ensure these are maintained 

 
4.5 Maintain records and reports for the purpose of evaluation and reporting to funders 
 
4.6 To support in the development of policies and processes required to: 

 manage the Archive in accordance with appropriate professional standards 
including accessioning, cataloguing, preservation and disaster planning 

 manage access to the Archive, in accordance with appropriate legislation including 
GDPR, Copyright and Intellectual Property Rights 

 Meet the Cornish Cornwall Archives Network Quality Mark 
 
4.7 To review, advise on and where necessary implement changes to cataloguing and 

digitisation processes, enabling volunteers to carry forward this work, ensuring the correct 
processes and paperwork are in place for accepting acquisitions 

 
4.8 Liaise with the China Clay History Society in relation to technical and historical detail of the 

china clay industry in Cornwall 
 
4.9 Liaise with the National Conservation Service and other advisors as appropriate 
 
4.10   Take responsibility for health and safety of self, colleagues, visitors and contractors and 

completing accident and incident reports as and when applicable 
 
4.11  Carry out such other duties as are reasonably directed 
 
 
 
 
 
 
 



5.0 QUALIFICATIONS AND EXPERIENCE 
 
Essential 
 
5.1 A recognised archives qualification and proven experience working with archives at a 

professional level 
 
5.2 Knowledge of archival theory, standards and Copyright and the legal framework of GDPR 
 
5.3 Knowledge of collections care issues in archives and digitisation practices and standards 
 
5.4 Experience of cataloguing archive collections using international standards, including ISAD 
 (G) 
 
5.5 Good interpersonal skills with experience of managing, supervising and training volunteers 

and the ability to build strong, effective, supportive relationships with them 
 
5.6 Ability to organise and work within tight timescales and experience of managing budgets 
 
5.7 Self-motivated with a flexible outlook and attitude to work with the ability to work as part of a 

team but also to work on own initiative 
 
5.8 Excellent problem-solving skills and the ability to keep accurate records 
 
5.9 Excellent communication skills, both oral and written 
 
5.10 Good IT skills, including Excel, Word Processing and Outlook 
 
5.11 Current, clean driving licence 
  
Desirable 
 
5.12 Experience in delivering and organising training sessions, targeted at different skill levels 
 
5.13 Ability to demonstrate experience in a similar role 
  
5.14 Experience of disaster management planning in relation to archives or collections 
 
5.15 Experience in working as part of a funded project 
 
5.16 Membership of a relevant professional body 
 
 
Funded by 
 

 
 


