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Description 


Media Archivist & Research Manager
Archives
Legal Division

Reports to: Head of Archives

Direct reports to this position:  Currently Nil

Classification – Level 5

	SBS Values, Vision and Purpose

	The Media Archivist & Research Manager is responsible for undertaking their work in a way that reflects SBS’s Charter, Vision and Values and complies with relevant SBS policies, procedures and practices. At SBS, we expect you to be audience obsessed, be bold and brave, embrace difference, participate fully and ensure that we look out for one another. We are all working together to fulfil SBS’s purpose and create a more cohesive society.



	Division Purpose – Legal

	The Legal Division is an award-winning, high performing and engaged cross-disciplinary team of lawyers, rights experts, archivists and information governance specialists. Our purpose is to provide proactive, enabling advice and support to manage risk and contribute to SBS to achieving its strategic goals.



	Role Purpose – Archives Team

	The Archives team provides a range of deadline driven content access, research and supply services for all internal business units and external productions, is responsible for governance and policy compliance in managing our A/V media assets and executes projects, supporting both business needs and policy compliance.  The Archives team aims to increase the accessibility and reuse of SBS Content, as well as ensure its long-term preservation.

The Media Archivist & Research Manager is a critical specialist role, utilising highly advanced operational and technical skills, expert subject matter and media content and retrieval and metadata systems knowledge.  The role works autonomously, whilst also coordinating tasks across multiple teams internally and managing external production clients. The role oversees, develops and maintains the integrity of various content/media management and bespoke media retrieval systems, engaging relevant external support as required and providing systems training across the business, primary focus being NACA/INACA.
The role manages media (footage/audio) research and supply services for all internal SBS departments, alongside commissioning partners, external producers, educational and personal use/audience clients.  

The Media Archivist & Research Manager carries out key projects contributing to the achievement of overall divisional and organisation business goals and directly contributes to Risk Management, Compliance Governance and Policy activities. They identify tasks, analyse and implement best practice workflows to support these activities, provides critical support to the Head of Archives and represents and advocates for the team as required.



	Main Responsibilities 

	Main tasks of the role 

BAU & Projects  - Resources, Training & Systems Management 
[bookmark: _Hlk166240062]Support the Archives Media Specialist and team in all facets and systems.
Develop and oversee tasks and training across systems and workflows, for team and contracted staff engaged in BAU and/or Archive projects.

Strategic Planning & Expertise
Establish and streamline critical media supply workflows, both internal and external, in line with business needs, SBS strategic goals and relevant business roadmaps.
Provide Archive media subject and systems matter expertise and experience, to align and achieve strategic divisional and organisation business goals.

Archive Systems/Vendor Management & Risk Mitigation
[bookmark: _Hlk166240201]Maintain the integrity and development of all  collection management systems,
Coordinate system, data integrity and development of the Archive managed systems; A (Archive/NACA/INACA) FileMaker Database & SDNA (StorageDNA) system for digital file retrievals
Support all SBS users of Archive FileMaker Database and troubleshoot where required
Provide point of contact support, for external developers and international system helpdesks, in lieu of direct internal IT support, to resolve issues.

Direct & liaise with external Archives system vendors to increase system performance, user experience and stability, and troubleshoot issues and outages. 
Coordinate communication between external vendors and SBS Technology/ Helpdesk as required.
Provide SME technical and Collection expertise, for the upgrade or migration of Archives systems, media and data, addressing risk mitigation.

Archive Collection Management – Media & Metadata Integrity & Process
Oversee Archives collection management activities including content assessment, accessioning, and cataloguing, across various SBS MAM’s,  bespoke Archival systems and old & new formats
Maintain procedural manuals and provide training for users across SBS in bespoke Archives media and metadata management systems. 

Content Access, Archive Research & Supply Services - Internal Business Units
Liaise with all SBS Departments to facilitate increased access to SBS content.
Provide deadline driven content supply to NACA/Sport/NITV and NACA/INACA Librarians & Producers, utilising all SBS MAMs and Archive retrieval systems.
Utilise highly advanced knowledge of all SBS content MAM systems and troubleshoot issues,
Coordinate tasks across teams and system user groups to enable problem solving.

Archive Research and Supply Services - External Producers & Clients (Commissioned & Audience)
Manage own research and supply services for both internal and external clients, utilising all SBS MAMs and Content systems e.g. Dalet, IBMS, MARS, SDNA, MPX
Research content rights and facilitate media wrangling, as required, for successful access and delivery
Work autonomously to expertly service all external production clients, to meet their deadlines, anticipate roadblocks and provide workarounds.

[bookmark: _Hlk166240167]Policy, Governance and Compliance
[bookmark: _Hlk166240139][bookmark: _Int_ukB1Mr6Q]Assist in reviewing and communicating policies and governance guidelines, for management of SBS archival content collections. Suggest development initiatives where required.
Liaise with NAA and NFSA to transfer archival media records and media into custody, establishing best practice procedures and completing compliance goals. 
Review and provide advice and analysis of the ‘SBS Media Retention Policy to SBS departments. e.g. selection criteria to retain media

Administration – Finance/ Budget /Procurement
Assist in managing purchasing, budgeting, invoicing and record keeping as required
Oversee external storage providers, assets and audits.

Requirements of the role 
· Min 5 years Broadcast Archive, Systems, Research or Production experience
· Min 5 years advanced MAM/CMS and database systems user expertise 
· High level proficiency in Excel and Financial systems 
· Excellent organisational and procedural workflow experience
· Project Management execution and governance experience, highly desired
· User of Premier Pro, Media Encoder and other Production software, highly desired
· Expert Digitisation process knowledge and experience with analogue assets, highly desired

Financial accountability (Provide the budget/amount responsible for)
      N/A

Key relationships with other roles and external stakeholders
· NACA (News)/INACA (NITV News) Libraries/Sport/TVOC Producers/Marketing
· NACA Doco Production Unit
· Audio Division Resources & Producers, Content Discovery & Rights Dept. 
· Sport/TVOC Producers/Marketing
· Technology, Media Managers & helpdesk
· External system vendors and helpdesks 
· External Production Company Clients, especially Commissioning production partners
· Audience - personal requests for content
· NAA and NFSA


	



If this role has direct reports they need to be at the ‘Function’ level in the table below, not Self. If this role has capabilities higher than the ‘Self’ level, click on the capability and copy and paste the appropriate behaviours into the table below. Delete the ‘Coaching’ row in the table if the role does not manage others. 

	Key Capability  

	Capability
	Level
	Behaviour

	Coaching (People Leader Capability)
	Self
	· Is self-aware and understands own barriers to learning
· Shows willingness to overcome personal challenges to learning
· Improves performance by applying new skills
· Seeks regular feedback
· Identifies performance barriers in peers
· Applies active listening with patience and openness
· Knows when and how to use open and closed questions
· Exhibits a coaching style when working with others

	
	Function
Includes previous level
	· Plays the role of coach
· Consistently identifies opportunities for coaching
· Knows when and how to use coaching methodologies
· Acknowledges individual differences and leverages strengths
· Establishes the agenda of the coachee before one’s own
· Considers how the staff they are coaching (the ‘coachee’) can raise self-awareness
· Facilitates the coachee to explore options and take ownership
· Reads verbal and non-verbal cues to gain commitment to action
· Sets the example for ethical behaviours in all coaching interactions

	Customer Focus
	Self
	· Follows through on customer/client inquiries, requests or complaints
· Distributes useful and up to date information to the customer/client
· Determines the needs of the customer/client through probing and listening
· Provides friendly, helpful service to the customer/client
· Makes sure there is a clear understanding of the customer/client’s needs
· Offers appropriate solutions to the customer/client
· Prioritises work goals that impact the customer/client directly
· Diffuses customer/client problems

	
	Function
Includes previous level
	· Ensures function makes attempts to add value to the customer/client
· Coaches function to seek ways to enhance customer satisfaction and loyalty
· Coaches function to align needs to available products, services &/or solutions
· Takes actions that reinforce the customer/client orientation of the team/function
· Monitors customer/client complaints
· Monitors customer/client satisfaction

	Influence and Persuasion
	Self
	· Uses reason, data, facts and figures to express ideas and opinions
· Provides well-reasoned arguments
· Presents features and benefits of an idea, plan, product or service
· Is persuasive when required
· Identifies points of agreement and/or disagreement
· Clarifies understanding & seeks commitment
· States own point of view whilst acknowledging & respecting the views of others

	
	Function
Includes previous level
	· Ensures individuals/team respect the views of others during negotiations
· Gathers support from individuals/team or relevant others regarding own idea/position
· Uses experts or other third parties to influence
· Understands different communication styles whilst maintaining goodwill
· Anticipates and prepares for others’ reactions/agendas



	Organisational Awareness
	Self
	· Considers how their role impacts both the department and the business
· Understands the impact of organisational policies/procedures on the department
· Considers both the business and customer perspective on various issues
· Identifies key drivers and commercial opportunities within their department
· Uses financial reporting information to drive performance

	
	Function
Includes previous level
	· Turns business objectives into commercially focused team goals
· Understands the impact of organisational policies &/or procedures on the function
· Ensures satisfaction by addressing both business and customer needs
· Considers impact of potential risks, and/or opportunities on the team/function
· Is aware of market/industry dynamics
· Considers the financial implications of decisions regarding the team/function
· Uses financial reports to encourage team performance and to inform team decision making

	Relationship Building 
	Self
	· Establishes a connection with others
· Builds friendly, warm relationships that are mutually beneficial
· Maintains ongoing relationships that are mutually beneficial
· Shares relevant information with others
· Recognises the value of building and maintaining relationships
· Helps others achieve common goals
· Openly communicates with others

	
	Function
Includes previous level
	· Develops strong internal and external networks to assist with mutual goals
· Encourages others to develop strong internal and external networks
· Uses key relationships to facilitate the achievement of team goals
· Role models effective collaborative networking

	Result Focus
	Self
	· Drives to meet objectives and standards
· Identifies alternative possibilities when faced with obstacles
· Stays focused on tasks that require considerable effort
· Completes tasks within designated timeframe despite obstacles
· Perseveres with routine and repetitive tasks without sacrificing quality or excellence

	
	Function
Includes previous level
	· Encourages team members to make specific changes in work methods or practices to improve performance
· Encourages team members to seek alternative possibilities when faced with obstacles
· Ensures team members persevere with responsibilities to ensure project completion
· Streamlines processes and procedures to ensure efficient outcomes
· Strives to identify and minimise barriers to excellence
· Ensures own & team responsibilities are completed within designated timeframes




	
Workplace Health & Safety 
[For all non-supervisory levels]

	In relation to Work Health & Safety, you must comply with your safety responsibilities as detailed in relevant Acts, Regulations, Standards, Codes of Practice and the SBS Safety Management System (SMS)
All workers are required to:
· Take reasonable care for own safety and safety of others
· Cooperate with policies and procedures and directions from management with regards to health and safety
· Where hazards are identified, report them to line manager and take corrective action where able
· Report all work related incidents to line manager within 24 hours of occurrence
· Ensure workers,  visitors  and clients are :
· made aware of their WH&S responsibilities
· have received adequate safety induction and other WH&S information, instruction and training to enable them to conduct their work safely
· follow safe work practices
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