
Our innovative and growing company is hiring for an archives assistant. We
appreciate you taking the time to review the list of qualifications and to apply for
the position. If you don’t fill all of the qualifications, you may still be considered
depending on your level of experience.

Responsibilities for archives assistant

Refining policies and procedures and developing processing plans leading to
the classification, arrangement, and description of complex/hybrid (i.e.,
mixed print, digital, and audiovisual) collections
Using specialized subject knowledge and research skills to develop and
encode descriptive metadata for complex textual, photographic, A/V, and
born-digital materials
Mentoring, training, and coordinating the work of staff, students, and others
involved in the arrangement, description, and digitization of RBML’s
manuscript collections
Advising RBML and Library faculty and staff on issues relating to arrangement
and description of manuscripts, literary history, archival metadata, or
digitization of rare archival materials
Analyzing emerging technologies and recommending their potential
application, to significantly improve information resource discovery and
retrieval
Planning and overseeing projects to convert print finding aids to digital
format
Identifying materials requiring preservation or conservation treatment and
collaborating with preservation/conservation staff in the development of
recommendations
Collaborating in departmental and library-wide technology planning and
implementation activities, such as digitization and access projects
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We encourage feedback from our customers

Qualifications for archives assistant

Ability to read and summarize complex materials clearly in English
Good understanding and knowledge of company's operation, in particular
the project cycle, and the specifics of records management systems in the
institution
To carry out detailed cataloguing of the material, following in-house
cataloguing guidelines and under the direction of the Archivist
Whilst preserving the current order of the material as far as possible
Work closely with, and under the direction of, the Archivists currently working
on the collection
To undertake other duties appropriate to the level of the position


