Introduction:

This comprehensive training program in Archive Centre Administration is designed to equip professionals
with the expertise required to manage and oversee archival collections and information systems
effectively. As organizations increasingly value the preservation of historical records and the maintenance
of accurate, retrievable documentation, the function of archive centre administration has become an
essential discipline across both public and private sectors.

This course provides a thorough understanding of the principles, methodologies, and technologies involved
in managing archives. It emphasizes the entire records lifecycle—from creation and active use to
preservation and eventual disposition. Participants will gain insight into essential topics such as records
classification systems, archival retrieval processes, digital preservation, and compliance with legal and
regulatory requirements.

Through practical exercises and real-world case studies, learners will develop the competencies needed to
organize, preserve, and facilitate access to physical and digital archival materials. The course also covers
the operational aspects of running an archive centre, including administrative responsibilities, business
continuity planning, and systems implementation. This training is ideal for professionals seeking to elevate
their archive management capabilities while ensuring the safeguarding of organizational memory for future
use.

Intended Audience:
This training program is particularly suitable for the following groups:

¢ Professionals in archival institutions seeking to improve administrative proficiency
Specialists in records management aiming to strengthen archiving procedures
Information managers across government bodies and corporate environments

e Librarians and curators responsible for overseeing collections

Information technology professionals involved in digital preservation
Administrative staff tasked with maintaining official records

e Students in library, information science, or archival studies programs

e Individuals preparing for a career in archives or related disciplines



Learning Objectives:

Upon successful completion of this Archive Centre Administration training course, participants will be able
to:

Understand the foundational theories and applications of archival administration

Acquire the skills necessary for systematic organization and classification of archival materials
Implement digital archiving strategies and manage electronic records

Navigate the legal and regulatory frameworks governing archival activities

Apply preservation techniques suitable for various formats and media

Utilize retrieval systems to enable efficient access to archival content

Conduct accurate appraisal and secure disposition of archival records

Apply project management principles within the context of archive centre operations

Develop stakeholder engagement strategies to promote archival initiatives

Prepare for professional roles in the field of archives and information governance

Target Competencies:

By the end of the course, participants will have developed competencies in the following areas:

Application of archival science theories and industry practices

Classification and management of various types of records

Use of technology in the archiving and digital preservation process
Understanding of legal compliance and ethical responsibilities in archiving
Development and implementation of archival policies and operational guidelines
Application of preservation techniques to protect physical and digital records
Design and use of effective archival access and retrieval systems

Appraisal methodologies and procedures for proper disposition of materials
Project management specific to archival and information projects
Communication and relationship-building with internal and external stakeholders

Course Modules:



Module 1: Foundations of Archival Science

Define the field of archival science and explore its significance in the digital era

Examine the historical development of archival theory and methodologies

Clarify the roles and responsibilities of archive centre professionals

Understand the relationship and distinctions between archives and records management
Identify essential terms, classifications, and frameworks in archiving

Module 2: Core Principles of Records Management

¢ Study the lifecycle of records, from creation and active use to final disposition

e Learn to distinguish and classify different types of records

¢ Understand the importance of maintaining integrity and accuracy in documentation
* Apply systematic methods for record organization and retention

¢ Review global standards and accepted practices in records management

Module 3: Digital Archiving and Long-Term Preservation

e Explore digital preservation principles and strategies

Examine the formats, challenges, and solutions in digitizing archival materials
Implement digital asset management systems and content repositories
Analyze best practices for maintaining long-term access to digital records
Discuss threats to digital longevity and mitigation methods

Module 4: Legal, Regulatory, and Ethical Considerations

Review relevant legal frameworks affecting archival operations

Address issues of data privacy, access rights, and intellectual property

Explore the ethical obligations of archivists in maintaining impartiality and stewardship
Understand how to manage access restrictions and sensitive materials

¢ Analyze real-life case studies involving legal and ethical conflicts in archiving

Module 5: Archive Centre Management and Operational Oversight

Design and implement formal archival policies and procedures

Apply project management techniques in archive-related initiatives

Learn effective budgeting, staffing, and resource management practices

Engage internal and external stakeholders through outreach and collaboration
Evaluate and select technologies to optimize administrative and archival processes



This Archive Centre Administration course delivers practical knowledge and strategic frameworks for
effective archive centre operation. Participants will finish the program ready to take on critical archival

responsibilities, lead administrative initiatives, and support the long-term preservation and accessibility of
organizational records.

Let me know if you would like this turned into a training proposal, presentation, or certification syllabus.



