
 

February 2023 

Archives Project Assistant 
 
The College 
 
The College consists of two inter-dependent fee-paying schools within a single executive structure. 
The Senior School [13-18], founded in 1841, is the oldest of the Victorian public schools and is 
predominantly a boarding school of some 730 pupils, including a Sixth Form of approximately 300 
pupils.  
 
The Prep School is situated on the same campus as Cheltenham College in a beautiful setting with 
its own sports fields, lake and stunning views of Leckhampton Hill. Originally situated on the main 
College campus, it moved to its current site in 1908. The Prep is fully co-educational, day and 
boarding, and takes pupils from 3 to 13, with the majority preparing for Scholarships and Common 
Entrance for the College. There are approximately 400 pupils.  
 
Job Overview 
 
The Cheltenham College Archive is extensive and contains material that may not merit retention.  
This project is to assist the College Archivist in scrutinising the materials, appraising material against 
criteria as set out in the retention schedule and disposing as necessary. 
 
The ideal candidate will be able to demonstrate: 
 

• Attention to detail; 
• Ability to work independently and as part of a team; 
• Preparedness to work on repetitive tasks; 
• The capacity to keep all matters confidential; 
• Commitment to complete the tasks. 

 
The role will suit someone with an interest in heritage and/or records management, although full 
training will be given.   
 
The role will have some moderate physical demands, due to the location of the stores, the need to 
collect confidential waste in sacks, and to move them to an appropriate location.  
 
Terms and Conditions 

• Salary: £10.50 per hour (plus holiday pay) 

• Working hours: This role is expected to last 2 weeks starting on Monday 3 April 2023.  
Hours of work will be 8.30am to 5.00pm Monday to Friday with an unpaid lunch break of 
one hour  

• The successful candidate will be required to have a clean DBS certificate and be able to 
provide two referees. 

• Members of staff can use the College sports’ facilities (at staff allocated times). 

• Staff discounts at local businesses and retailers 


