JOB POSTING

JOB TITLE:

HEAD ARCHIVIST

REPORTS TO:
DIRECTOR OF INFORMATION RESOURCES

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 Head Archivist.  Under the supervision of the Director of Information Resources, the incumbent will be responsible for the planning, management, and operation of the Tribal Archives & Special Collections, including the supervision of staff.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

The successful candidate will:

· Administer all aspects of collection management (accessioning, arrangement, and description);

· Plan, monitor and administer the annual budget, based on the goals and objectives of the Archives and Special Collections;

· Manage the collection development program, which includes the identification and acquisition of 16th through 20th century Native American and Native-related documents and manuscript collections;

· Execute purchase agreements and acquire Tribal Members' personal and family papers;

· Formulate procedures for accessioning, arranging, describing and preserving collections and records in the MARC format in accordance APPM and other descriptive standards;

· Coordinate objectives in conjunction with the Tribal Records Manager, and oversee automation and its integration with other electronic systems in the Museum;

· Manage the program to digitize collections;

· Conduct outreach through workshops and lectures, which publicize the Tribal Archives' collections and services and provide reference service.

JOB SPECIFICATIONS:

Education:
ALA-accredited Master’s Degree in Library and Information Science, with a second Master's in History or Anthropology with Archives Certification.

Experience:
· The ideal candidate will have 3-5 years management experience, preferably in a Tribal Archives or Library.

Skills/Abilities:
· Thorough understanding and knowledge of computer-based resources and services, including integrated systems, library networks, museum cataloging systems, and Internet resources required.

· Familiarity and experience with Endeavor's Voyager System is required.

· Familiarity with the variety of materials and formats found in archives and special collections, as well as knowledge of the procedures for careful handling of rare and archival materials.

· Ability to be a productive member of cross-department project teams.

· Flexibility, initiative, energy, and problem solving skills.

Please send resume 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
