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Job description and person specification 

	1, Summary Information

	Job Title:

Department:

Contract Type:

Pay Band:

Salary:

Location:

Hours:

Application Close Date:


	e-taxonomy Support Specialist
Entomology
14 month Fixed-Term Appointment

Science level 2
£16,403 per annum plus benefits (pro rata equivalent of full time salary £27,339)
South Kensington

21.6 hours per week over a 3 day period
Midnight on 9 July 2012


	2. Role Summary 

	To manage the help system for Scratchpads.  To be the primary point of contact for user enquiries and to assist in the development of user support functions.  To engage in outreach and promotional activities.  As part of this work we encourage the successful applicant to develop a Scratchpad for their own project research using taxonomic content they have acquired through research activities.


	3. Academic Qualifications

	1. A bachelor's science degree (or equivalent) 


	4. Knowledge, skills and experience (requirements)
Applicants must demonstrate evidence of the detailed criteria outlined below to be considered for the post. Please address each of the skills criteria in the ‘Application Questions’ section in the online form.

	2. A working knowledge of taxonomy, ideally with evidence of original data creation
3. Clear understanding of structured taxonomic data

4. Practical experience managing taxonomic data

5. Practical experience of data cleaning using text editors or spreadsheets

6. Practical experience of using web-based tools

7. Working with user communities

8. A high standard of written and spoken English



	5. Main tasks and responsibilities (job description) 

	1. Run the Scratchpad helpdesk, respond to user queries
2. Organise training courses and assist in their delivery

3. Develop a personal Scratchpad on a taxonomic topic

4. Maintain the on-line, context-sensitive help system



	6. Diversity and disability

	At the Natural History Museum we value the diversity of our staff and volunteers and the benefits they bring to our organisation. We welcome applications from candidates with disabilities.

	7. Application method

	· Apply on-line before the closing date through the NHM website:  www.nhm.ac.uk/jobs.
· Complete the on-line application form.  In the ‘Application Questions’ section, please provide specific examples from your achievements, knowledge, skills or experience to demonstrate how you meet each of the requirements (section 4) for the role.  You must complete this section.
· Tell us what attracted you to the role.

· Tell us about anything else you believe is relevant to your application.

Please note: 

· You must fully complete your on-line application and we discourage the use of CVs.

· Partially completed applications with CVs attached will be rejected. 

· Individual cover letters and CVs submitted outside of the on-line application system will not be considered.
If you wish to provide additional information other than a CV to support your application you may upload this on to your on-line application.  A maximum of 2 documents may be uploaded.  Each document should not exceed 1Mb.

You are advised to prepare your examples and evidence in a word document before transferring them to the on-line application form.



	8. Selection and appointment 

	Selection decisions are based on merit with candidates assessed against clear, objective criteria at each stage of the recruitment and selection process. All offers of employment made are conditional and subject to satisfactory completion of all pre-employment checks. 



	9. Salary Information

	Salary for the successful candidate will be £16,403 per annum plus benefits (pro rata equivalent of full time salary £27,339)
Different rules for pay on promotion may apply to internal candidates.  Please refer to the Pay Chapter of the Staff Handbook or contact HR for advice.



	10. Contact for general enquiries

	HR general enquiries: Gill Sandford Tel: 020 7942 5302, g.sandford@nhm.ac.uk 
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