Applications are being accepted for the Archives Assistant II position in the Inez Moore Parker Archives and Research Center at Johnson C. Smith University. 

POSITION TITLE:





DATE:
Archives Assistant II





April 1, 2000

DIVISION:






REPORT TO:

Academics






Director of the Library

DEPARTMENT:





CLASS:
Library







Staff

JOB SUMMARY:

Assist the Associate Archivist with processing and arranging the archival collection.

JOB DUTIES:

1. Process, arrange, and file materials in the archives.

2. Prepare a Descriptive Inventory of Documents report.

3. Catalog materials in Archives.

4. Aid in the creation of policies and procedures for Archives.

5. Assist in the development of Finding Aid documentation for the Archives.

6. Repair and preserve materials in the Archives.

7. Assist patron with research in the archives.

8. Perform other duties as assigned.

JOB SPECIFICATIONS:

Bachelor of Arts degree required. Experience with cataloging and/or archival functions is highly preferred. Good typing and organizational skills are essential. Must be computer literate and detail oriented. Ability to follow direction with little supervision.

SALARY:

The salary is $12.00 per hour, 20 hours per week and 44 weeks per year. Successful candidate must commit to the 44 weeks. Part-time temporary position.

APPLICATION: Send letter of application, resume, and three letters of recommendations before March 31, 2000 to:

Monika Rhue

Associate Archivist

James B. Duke Memorial Library

Johnson C. Smith University

Charlotte, NC 28216

For additional information call 704-371-6741 or Email: mrhue@jcsu.edu

