Archivist Assistant II

SUMMARY: 

Under limited supervision, assists with the planning, organizing, maintenance, and preservation of a specified print and/or non-print archival collection. Participates in research activities based on archival materials.

DUTIES AND RESPONSIBILITIES: 

1. Performs preservation treatments for one or more archival or special collections, including: pictorial/photographic; architectural, manuscripts, and books.

2. Cataloging archival materials according to national standards and entering the same into electronic databases.

3. Assists with determining manuscript arrangement.

4. Assists with preparation of inventory.

5. Provide appropriate preservation housing.

6. Provide background research on documents.

7. Preparation of biological and scope notes for patron finding aids.

8. Assign Library of Congress subject headings.

9. Perform exhibit preparation and installation.

10. Will work with staff to ensure adequate security measures are in place for collections.

11. May required contact with donors.

12. May process copy orders.

13. May supervise lower level student employees.

14. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:

Three years related experience or graduate level degree.

PHYSICAL REQUIMENTS:

Ability to lift up to 40 lbs.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· General knowledge of all library collections.

· Specialized knowledge in at least on library special collections area.

· Good historical research skills.

· Good language and communication skills.

· Proven ability for independent decision-making.

· Attention to detail.

· Ability in one foreign language preferred, but not required.

