JOB POSTING

JOB TITLE:

ARCHIVES TECHNICIAN

REPORTS TO:
HEAD ARCHIVIST

DEPARTMENT:
INFORMATION RESOURCES/ARCHIVES & SPECIAL COLLECTIONS

SALARY:

Commensurate with Education and Experience
GENERAL SUMMARY:

The Mashantucket Pequot Museum and Research Center invites applications for the position of Archives Technician.  Under the supervision of the Head Archivist, the incumbent will participate in organizing and processing archival and special collections materials.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

The successful candidate will:

· Analyze materials to determine their intellectual content and description needs; sort, organize, and process materials into proper series; and make preservation recommendations;

· Create database records for individual items using data fields;

· Prepare finding aids in various formats;

· Create and enter bibliographic records into the RLIN database;

· Work cooperatively with the Photography department to create digital copies of materials, assuring that the digital file numbers match the database records.

JOB SPECIFICATIONS:

Education:
Bachelor's degree, preferably in History, Native American Studies, American Studies, or Anthropology.  Comparable experience in an archives or library setting may be substituted for degree.

Experience:
· A minimum of one (1) year experience in the technical services area of an archives or library is required.

· Previous cataloging experience, related experience, or successful completion of Library Science courses in cataloging required.

Skills/Abilities:
· Competence in a PC environment, including word processing.

· Experience in database searching and data entry required.

· Familiarity with the variety of materials and formats found in archives and special collections.

· Knowledge of the procedures for careful handling of rare and archival materials.

· Experience with Endeavor's Voyager system.

Language Skills:

· Ability to read, analyze, and interpret general business periodicals, professional journals, technical procedures, or governmental regulations.

· Ability to write reports, business correspondence, and procedure manuals.

· Ability to effectively interpret complicated instructions, using judgement regarding established procedures and respond to questions from groups of managers, clients, customers, and the general public.

Please respond in writing to:

Kristina Tobey

Mashantucket Pequot Museum & Research Center

Information Resources Department

110 Pequot Trail, P.O. Box 3180

Mashantucket, CT 06339-3180

For more information about the 

Mashantucket Pequot Museum and Research Center,

Visit our website at www.mashantucket.com
