
 

THE NATIONAL LIBRARY OF WALES 
 

Job Description and Personal Specification 

 
 
 

SECTION 1: JOB DETAILS 
 

 
Job Title:  Imaging Technician (Wellcome Project) 
 
Directorate: Collections and Public Programmes 
 
Department: Access and Public Programmes 
 
Section:  Digitisation 
 
Band:  2 
 
Salary:  £18,237 - £21,106 (pro rata) 
 
Contract:  Fixed Terms (5 Months) 
 
Reports to: Senior Quality Officer 
 
Overall purpose of the role:  The National Library of Wales is working on a programme to 
digitise its collections. The post holder will work on the Wellcome Trust digitisation project; 
scanning original material, the preparation of material for scanning, metadata capture and 
processing, quality assurance of digitisation processes, and other project tasks as necessary 
which are commensurate with the scale of the post. 
 

 
SECTION 2: THE DEPARTMENT 
 

The Collections and Public Programmes Directorate is responsible for collecting, receiving, 
cataloguing, interpretation of the various collections in the care of the library, providing 
access, conservation, collection care and digitisation projects. The Library's collections 
include books, newspapers, maps, archives and manuscripts, along with pictures and 
photographs, audio-visual material, and works of all kinds in electronic form. Computer 
systems are used to record all these processes, and to update the catalogue with information 
that can be searched by readers. The Directorate is also responsible for providing access to 
the services the Library offers to the public physically and to virtual services on the web, 
including services to readers, enquiries, exhibitions, education and outreach.  

 
 



SECTION 3: ORGANISATIONAL CHART 
 

 
 
 
  
 
 
  
 
  

 
 

 

 

 
 
SECTION 4 : KEY DUTIES 
 

 

 Provide quality assurance for the output of digitisation processes according to 
the project specifications and standards.  

 Creation of derivative files and structural metadata to agreed specifications 
and standards.  

 Keep accurate records of all work carried out and report on progress to Senior 
Imaging Officer 

 Undertake other duties in the Digitisation Section deemed suitable for the grade.  

 

 
 
This Job Description is provided to give post holders a broad outline of the activities involved 
in this role.  The Library may require other duties to be undertaken which are not necessarily 
specified on the Job Description but which are commensurate with the scale of the post.  The 
Job Description may be amended from time to time within the scope and level of 
responsibility relevant to this post. 

 
SECTION 5 : RESPONSIBILITY 

Chief Executive / Librarian 

Director of Collections and 

Public Programmes 

Director of Corporate 

Resources 

Head of Access and Public 

Programmes 

Head of Digitisation 

Senior Quality Officer 

Imaging Technician  



 

 Responsibility for people: N/A 
  

 Responsibility for budget management: N/A 
 
 

 
SECTION 6: RELATIONSHIPS WITH OTHERS 
 

Internal 
 
Digitisation  
 
 
 
Collection Care 
 
 
Digital Access  
 
 
 
 
External 
 
 

Nature of Contact 
 
Work closely with other members of staff 
from the Digitisation Section to deliver 
operational targets. 
 
Liaise with the Conservation Treatment team 
to discuss handling and arrange repairs or 
preventative treatment. 
 
Liaise with Digital Access staff to trouble 
shoot minor issues in the digitisation 
workflow. 
 
Nature of Contact 
 
N/A 

 
SECTION 7: PROBLEM SOLVING 
 

 
The post holder will need to solve minor day-to-day problems associated with the 
scanning, quality assurance and file structuring of historic printed texts.  
 
 
 

 
SECTION 8: DECISION MAKING 
 

The post holder will need to decide which techniques and processes are the most 
appropriate for delivering digital objects that meet the defined specification.  
 
The post holder will need to decide when it is appropriate to escalate issues in day  
-to-day work.  
 

 
 



 
SECTION 9:  PERSON SPECIFICATION 
 

 ESSENTIAL DESIRABLE 
 

Knowledge / Education 
 
 

 A good standard of 
education with 
experience in a relevant 
field.  
 

 Proven ability and 
enthusiasm towards 
repetitive and 
systematic work 

 

 A working knowledge of 
library processes, work 
and services.  

 
 
 

 Familiarity with digital 
imaging processes and 
software (Desirable but not 
essential as full training 
with be provided 

 

 A good knowledge of 
editing tasks and batch 
processing.  

 

Experience / Skills  Photographic and digital 
imaging skills.  

 The ability to recognise 
imaging faults such as 
colour casts, tonal 
balances and sharpness.  

 The ability to work 
methodically on 
repetitive tasks whilst 
demonstrating a 
meticulous attention to 
detail.  

 Good interpersonal 
skills. 

 Good oral and written 
communication skills in 
English.  

 The ability to work 
independently and 
within a team.   

 A good level of 
computer literacy. 
Including the use of 
Microsoft Office.   

 Working in a 
professional studio 
environment. 

 Working in a Library, 
Archive or museum 
environment.  

 Good oral and written 
communication skills in 
English and Welsh. 

 
 
 
 
 

 
 



 
SECTION 10:  COMPETENCIES 
 
These are the specific competences that you will be expected to demonstrate in this role. 
You should refer to these when completing the attached application form, please refer to 
guidance for further information.  
 
1.  CORE COMPETENCIES 
 

Customer Service   Acts with integrity and in a courteous and helpful 
manner to maintain a professional service.  

 Respects diverse backgrounds, views and approaches. 

Managing Resources  Makes appropriate use of technology, equipment and 
space to achieve objectives. 

 Uses time effectively.   

 Communication  Grasps key information when dealing with instructions, 
queries and problems.  

 Appropriately intervenes in meetings. 

Delivering Results  Seeks ways to overcome barriers to achieving objectives 
 Works under own initiative with minimal prompting.  

2. ROLE COMPETENCIES 

 

Management and 
Collaboration 

 Demonstrates willingness to work collaboratively across 
the library and with relevant external organisations 

 Accepts responsibility got achieving day-to-day task and 
objectives.   

Corporate Support  Shows initiative, seeks ways to improve the way they 
work and make relevant suggestions for change.  

 Is open to change and shows willingness to learn new 
ways of working. 

Using Information  Provides clear and concise responses based on the 
information found.  

 Works confidently with information and data 

Relevant Specialist 
Knowledge 

 Builds knowledge of core specialist aspects of their own 
role and strives to develop their knowledge of wider 
aspects.  

 Understands the purpose of their own area of expertise 
within the Library and the contribution expected to 
achieve objectives.  

 
 


