Archivist - Part-time

Women and Leadership Archives

Gannon Center for Women and Leadership

Loyola University Chicago, Lake Shore Campus

Assists the director in the daily operations of the Women and Leadership Archives.  Responsibilities may include accessioning, arrangement, and description of archival collections; assisting researchers and answering reference questions; supervising student assistants and volunteers; developing promotional materials and other outreach activities; donor relations;  setting up and maintaining files; conducting and transcribing oral history interviews; developing data bases; word processing; and clerical duties as needed.

Requirements:  Excellent organizational, research, and written and oral communication skills.  Flexibility and demonstrated ability to work well with others.  Word processing, database, and Internet skills.  MLS or equivalent qualifications, with archival training and/or experience.

Preferred qualifications:  knowledge and/or appreciation of women=s history; Encoded Archival Description (EAD) and web development skills.

Salary:  $18,000-20,000 plus benefits

Review of applications will continue until position is filled.

The Women and Leadership Archives is part of both the Universities Libraries and the Gannon Center for Women and Leadership, an endowed program within Loyola that also includes Loyola=s Women=s Studies Program, the Institute of Women and Leadership, and heritage space for the classic Mundelein College.  LOYOLA UNIVERSITY CHICAGO IS AN AFFIRMATIVE ACTION, EQUAL OPPORTUNITY EDUCATOR/EMPLOYER.  

Send resume, cover letter, and contact information for three references to:  

Edward Warro, Dean of Libraries

Loyola University Chicago

25 East Pearson, Suite 719

Chicago, IL 60611

E-mail:  ewarro@luc.edu

