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THE LUTYENS TRUST


To protect and promote the spirit and substance of the work of Sir Edwin Lutyens OM





Job Title: Volunteer Archivist
Location: Goddards, Surrey
Contract Type: Voluntary, part-time.
Reports To: Trust Manager

Closing Date: Friday, 15th February 2021

The Lutyens Trust
The Trust was founded on 20 December 1984 following the success of the Arts Council exhibition devoted to the work of Sir Edwin Lutyens (1869-1944) held at the Hayward Gallery in 1981.  The founding Trustees were Colin Amery (Chairman), Jane Brown, Roderick Gradidge, Mervyn Miller, Mary Lutyens, Daniel O'Neill, Margaret Richardson and Gavin Stamp.  
[bookmark: _GoBack]
The Trust's objectives are:
· to promote the permanent preservation for the benefit of the public generally of any buildings, gardens or objects designed by Edwin Lutyens (including those gardens designed in partnership with Miss Gertrude Jekyll), and generally to protect and preserve their existing character and amenities;
·  to inform and educate the public about Lutyens's buildings, gardens or objects so as to increase their appreciation and understanding of the architectural qualities involved; and 
· to undertake and promote any form of research in connection with Lutyens's buildings, gardens and objects and any other related matters and to provide for the dissemination and publication of the results for the benefit of the public.


Role Overview
Reporting to the Trust Manager, the Archivist will catalogue and digitise the contemporary architectural collection of the late property writer and author, Michael Hanson (1936-2015), now housed at the Goddards library, Surrey.  The archive consists of an accumulation of Hanson’s research, both personal and collected, relating to the architecture and life of Sir Edwin Lutyens. 

Time commitment
This is a voluntary role and is thus flexible with regards to time commitment.  However, as the Trust seeks to complete the bulk of the cataloguing and digitisation in 2021, this role would suit someone who could dedicate at least two days per month.  

Main Duties and Responsibilities
· Catalogue and digitise all material within the Hanson Archive, including Hanson’s building descriptions, accumulated notes and research papers.
· Catalogue and digitise Hanson’s historic photographic collection, including 35mm slides and other assorted formats.
· Create a searchable digital catalogue/index of the Hanson Archive to make the archive more accessible for staff, research students and professionals.
· Help to develop and promote outreach programmes to publicise and enhance the Hanson Archive across various platforms, including the website, newsletter and social media. 

Person Specification
Knowledge, Skills and Experience
· Degree or equivalent experience in Archives and Records Management.
· Experience of cataloguing archive collections.
· Experience of archival digitisation.
· Excellent written and verbal communication skills and the ability to work independently.
· Good working knowledge of relevant software packages including Excel and Photoshop.
· Knowledge of, and interest in, the work of Edwin Lutyens.
Practical information
The Hanson Archive is housed at Goddards, a masterpiece of the Arts and Crafts movement, built by Edwin Lutyens from 1898–1900 and enlarged by him in 1910.  It is located in Abinger Common in Surrey, with limited public transport links, which means that access to own transport is essential.  The Trust will reimburse travel expenses.

Application Procedure
To apply please send a copy of your CV together with a brief Cover Letter to Dr Amy Boyington, Trust Manager, using the following email: amy.boyington@lutyenstrust.org.uk
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