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CITY OF HOUSTON


Job Posting
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        Applications accepted from:

Job Classification 
Posting Number 
Department

Division

Section

Reporting Location

Workdays & Hours

ALL PERSONS INTERESTED

ARCHIVIST II

PN# 78607

Library Department

Central Division

Archives*

500 McKinney*

Monday – Friday, 8:30am – 5:30pm*



*Subject to change


  9
DESCRIPTION OF DUTIES/ESSENTIAL FUNCTIONS

Assists in researching, acquiring, cataloging, and preserving archival materials. Provides reference and retrieval services for the general public. Processes, organizes and arranges collections in accordance with professional standards. Assists with development and implementation of project making materials accessible online. Provides editing services for library publications as required. Will initiate Archives digitizing program.

 10
WORKING CONDITIONS

Must be able to communicate effectively orally and in writing. Must be able to use a computer to access/input information. Position requires stooping, bending and lifting library materials up to 20 pounds. Must be able to push a loaded book truck. Must be able to move freely throughout the unit to file and retrieve library materials. 

 11
MINIMUM EDUCATIONAL REQUIREMENTS  

An ALA accredited Master’s degree in Library Science, History or a closely related field.

 12
MINIMUM EXPERIENCE REQUIREMENTS 

One (1) year experience in archival processing, collecting or research, historical research, library systems, or a closely related field is required.

 13
MINIMUM LICENSE REQUIREMENTS
Requires a valid Texas Driver's License and compliance with the City of Houston policy on driving (AP 2-2).

 14
PREFERENCES 
Current computer skills including Microsoft Windows 95 and Microsoft Office 97. Special training in archivist fields and/or a Certified Archivist (C.A.).  Digitizing experience is highly desirable.

 15
SELECTION/SKILLS TESTS REQUIRED

None

 16
SAFETY IMPACT POSITION

 FORMCHECKBOX 
Yes      FORMCHECKBOX 
 No


If yes, this position is subject to random drug testing and if a promotional position, candidate must pass an assignment drug test.

 17
SALARY INFORMATION


Factors used in determining the salary offered include the candidate's qualifications as well as the pay rates of other employees in this classification.  The minimum to midpoint of this salary range is:

Salary Range - Pay Grade 21 





$1,340 - $1,612 Biweekly
$34,840 - $ 41,912 Annually

 18
OPENING DATE
July 5, 2000

 19
CLOSING DATE
Open Until Filled

 20
APPLICATION PROCEDURES
Original applications only are accepted and must be received by the Human Resources Department during posting opening and closing dates shown, between 9:00 a.m. and 4:30 p.m. at 611 Walker, Garden Level.  TDD Phone Number 713-837-9496.  First consideration will be given to those applications with a resume attached.  Successful candidates will be notified of their application status. All new and rehires must pass a pre-employment drug test and are subject to a physical examination and verification of information provided.   



An Equal Opportunity Employer

�








�THIS IS A GRANT FUNDED POSITION
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