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Internship Details

Title:
Documentation Internships (Full time for 3 months) 

The two assignments are part of the University of Cambridge Internship Scheme and will be conducted through the University of Cambridge Careers Service and Temporary Employment Service. The positions will be based at The Fitzwilliam Museum; one in the Department of Coins and Medals and the other in the Department of Paintings, Drawings and Prints, both working closely with the Documentation office.
Interested candidates should apply through the University of Cambridge Museums Opening Doors Project Coordinator via opendoor@hermes.cam.ac.uk by 12 noon  Tuesday 7th April 2015 providing a CV and cover letter explaining why this internship is of interest to you. 
Selected candidate discussions will be during the week commencing 13th April 2015 with the successful intern to undertake the Internship as soon as possible after appointment.
These internships are conditional upon the satisfactory outcome of Basic Disclosure check via Disclosure Scotland. Whether an outcome is satisfactory will be determined by the University.
The Background and Role
The Fitzwilliam Museum holds the art and antiquities collections of the University of Cambridge which were Designated by the Department of Culture, Media and Sport in 1997. Documentation of these collections, including accessioning and cataloguing on a central database, is a core function of the Museum. The collections database brings together the records of five curatorial departments: Antiquities; Applied arts; Coins and Medals; Manuscripts and Printed Books; Paintings, Drawings and Prints. There are substantial backlogs of retrospective accessioning in some areas of the collections, which need to be tackled to meet our commitment as an Accredited museum.

The Documentation interns will work specifically on the backlog of retrospective accessioning/cataloguing of coins and prints and will be based in the relevant departments. This work will contribute to improvements in collections information management and creating public access to the collections. Working from items in the collections and from any existing information sources, the post-holders will generate records and digital images for transfer to the central collections database.

Main Responsibilities

1. Preparation of inventories of unaccessioned items  (10%)
· Review of existing inventories and updating them as required.

· Creation of new inventories of unaccessioned items, providing a numerical count and basic identification and location information.

2. Preparation and processing of data (55%)
· Data entry in spreadsheets, using a set format, capturing key information from the objects being accessioned/catalogued and any existing data sources.

· Some research and checking of data against external/other sources.

· Checking spreadsheets prior to batch import into the central collections database.

· Checking data in the database during and after import process.

· Correcting data where necessary.

· Generating periodic progress reports.
3. Digitisation (30%)
· Photography/scanning of items being accessioned/catalogued.

· Batch processing of images to prepare them for import.

· Renaming of image files to ensure accurate match with corresponding object records being created, and checking/insertion of image metadata as set out in established workflow processes and protocols.
4. Other documentation related tasks as required (5%)

Additional Information
· The intern will be supervised on a day to day basis by the Documentation Assistant (Coins & Medals) and will work within the Museum’s documentation team as well as either the Department of Coins and Medals or the Department of Paintings, Drawings and Prints.

The Person
· A first degree or equivalent, preferably in a subject area relevant to the collections being accessioned/catalogued.
· Skilled in use of Microsoft Office, particularly Excel, and other Windows applications.
· Practical experience of data entry and processing into a spreadsheet or database.

· Previous experience in museum documentation would be an advantage.

· Experience of having undertaken documentation related research on works of art/objects/artists would be desirable.

· Attention to detail and accuracy and first class organisational skills.
· A demonstrable interest in museums and the cultural sector.

· Excellent spoken and written communication skills. 

· Ability to prioritise and comfortably adapt to changing circumstances and requirements. 
· Enjoys working flexibly as part of a team.
Benefits
Salary: 
£7.32 per hour 

Holiday:
Pro-rata entitlement based on 28 days holiday per annum including Bank Holidays

Deadline for applications: 12 noon Tuesday 7th April 2015
Candidate discussions: week commencing 13th April 2015
Start date: As soon as possible after appointment.
Equal Opportunities

The University welcomes diversity and is committed to equality of opportunity.

The University has a responsibility to ensure that all Interns are eligible to live and work in the UK
