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Volunteer Role Profile

	Role Title
	War Diary Transcriber

	Volunteer Supervisor
	Rachel Arnold
Project Officer – Warner and World War One

	Address
	Lowewood Museum
High Street

Hoddesdon 

Herts

EN11 8BH

	Telephone
	(01992) 564993


	E-mail
	rarnold@eppingforestdc.gov.uk


	Purpose of Role:

To help transcribe in full a collection of First World War diaries by local service man who served in both the Royal Army Medical Corps and the Essex Regiment.

	Duties and responsibilities of role:
The main duty of this role is to accurately transcribe verbatim (in full) a section of the diaries. Throughout the task volunteers will be required to note down key areas of interest including names, dates or geographical locations mentioned for further research.
In addition to this the duties of the role may also include:
· Additional research on the details written in the diary

· Assisting the project officer with other areas of research

· Verifying the work that other volunteers have transcribed as well as understanding that their interpretation of the diaries will be verified in turn

· Inputting collection information onto the museum database
As part of the interview process there will be a short test to transcribe one of the pages from the diary. 
A meticulous approach and attention to detail is essential and previous experience and skills in transcribing handwritten documents are desirable.


	Hours:

Thursday:  10.00-4.00pm 
Friday:      10.00-4.00pm

Note: Any arrangement/change of times should be made with the volunteer co-ordinator, at least 24 hours prior to day of volunteering.

	Dress Code:

Casual comfortable clothing. 


	Training:

· Object Handling Training

· Any other training as deemed necessary to perform required tasks



	About the museum

Lowewood Museum tells the history of the Borough of Broxbourne from the very earliest times to the present day. It is located in a beautiful Georgian building in the historic town of Hoddesdon.



