
 

 

 
IWM LONDON BRANCHES 

VOLUNTEER ROLE DESCRIPTION 
DIGITAL SUPPORT VOLUNTEER 

 

Role Title: Digital Support Volunteer (Centenary digital programmes:  

War Memorials Register, Lives of the First World War and 

Operation War Diary)  

 

Role Type: Digital Support 

 

Reports To: Public Engagement and Project Manager, War Memorials 

Register or Documentation Manager, Dept. of Collections 

Management 

 

Office Location: IWM London  

 

 

Role Rationale 

IWM’s First World War Centenary digital programme aims to bring together related digital assets from 

IWM collections such as photographs, letters and ephemera as well as those from other museums, 

libraries and archives and connect them with individual life stories. The programme includes Lives of 

the First World War; IWM’s War Memorials Register and Operation War Diary. Digital Support 

Volunteers will assist in making IWM assets available through these digital projects.  

IWM's War Memorials Register (WMR) is working to compile a comprehensive online record of all war 

memorials in the UK together with the names of the individuals who they commemorate. War 

memorials form an important part of our rich cultural heritage and connect us with the global conflict 

that shaped the world we live in today. They provide insight into the changing face of commemoration 

as well as artistic, social, local, military and international history. WMR has recorded over 68,000 

memorials so far, although some estimates indicate there may be 100,000 war memorials in the UK.  

We are seeking volunteers to help us continue to record additional war memorials, improve the quality 

of the data we hold and develop the names database, which lists the individuals named on each 

memorial.  

Other IWM assets will be made more widely accessible and can be used to enrich a Life Story on Lives 

of the First World War. This requires key data about the item to be identified, captured and organised 

ready for records to be added to the IWM’s collection management system Adlib. 

 

Role Remit   

Digital Support Volunteers will assist with creating and updating records on the War Memorials Register 

database. There are a number of strands of activity including transferring information from paper 
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records onto the online database; correcting and updating existing records; retrieving and scanning 

names lists for remote volunteers to input. 

There is also scope to work with the IWM’s Lives of the First World War. Digital Support Volunteers will 

assist with identifying key data from digital assets and add that information to a structured spreadsheet. 

This data will then be imported into IWM’s collections management system. This will enable online 

access to important historic records related to the First World War. 

 

Role Tasks 

 To create and update memorial records in the online database. 

 To retrieve and scan memorial names lists for remote volunteers. 

 To check the accuracy of electronic submissions from remote volunteers. 

 To undertake limited factual research on war memorials to complete records on the database. 

 To identify key pieces of data from digital assets and capture it on a spreadsheet. 

 To ensure that the information entered is accurate and consistent according to agreed guidelines. 

 To work under the supervision of the Public Engagement and Project Manager or Documentation 

Manager and highlight any issues or errors with the data. 

 To report at regular intervals on progress achieved.  

 

Role Exclusions 

 

The Digital Support Volunteer will not: 

 act as an administrator for either the memorials or names databases; 

 undertake in-depth research on war memorials; 

 undertake in-depth cataloguing of collections, or acquisition recording; 

 work with the IWM’s collection management system Adlib; 

 be responsible for object movement. 

 

Time Frame 

This is an on-going opportunity which is expected to continue for the duration of the First World War 

Centenary (2014-2018). 

 

Level of Commitment Involved 

IWM is looking for people willing to commit to at least 12 months of regular service with a minimum of 1 

day per month. Ideally Digital Support Volunteers would be able to attend the office 1-2 days per week. 

 

Hours of Operation Involved 

The hours of involvement are weekdays between 9 am and 5 pm. We currently have places available 

for volunteers on Monday, Wednesday, and Thursday. 
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Relevant Qualities / Experience 

 Good general computer and keyboard skills including the use of Microsoft Office products; 

familiarity with using scanners an advantage. 

 Experience of entering information onto databases; specific training on the WMR memorials and 

names databases or cataloguing spreadsheets will be provided. 

 Fully literate in English spelling and grammar and an understanding of UK geography. 

 Good attention to detail, ability to work methodically to set standards. 

 Ability to work as part of a team and comfortable working in an office environment. 

 Self-motivated, positive and friendly with a confident outlook. 

 An interest in war memorials, family and military history. 

 

For Further Information Contact: 

Karen Gurney, Volunteer Programme Manager, IWM London Branches on 0207 940 6345 


