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Assistant Professor/Archivist & Special Collections Librarian
Updated:  05/19/2008
FLSA:  Exempt



Dept or Office: Library  
Summary Description

The position of   Assistant Professor / Archivist & Special Collections Librarian is a tenure track faculty position that is responsible for all aspects of university archives and special collections including the acquisitions, processing, preservation, description, and availability of Special Collections and Archives materials while placing a strong emphasis on community outreach, public relations, external funding and donor cultivation. 

Qualifications for this position are: and MLS or MLIS from an ALA-accredited library program; demonstrated knowledge of and curatorial experience with rare books, historical printed materials, manuscripts and their curatorial issues; experience providing reference and research services in special collections; demonstrated supervisory and/or project management experience; experience cataloging rare books and/or other special collections materials; demonstrated familiarity with new and emerging standards and technologies relevant to bibliographic control, preservation and digitalization; ability to meet tenure and promotion requirements for research, service, and job performance.

Preferred qualifications for this position include: experience providing research services in genealogy; familiarity with the Voyager Integrated Library System; experience with digitization of special collections materials.
Responsibilities & Duties

· Public Services Component:

· Provides research assistance to library users, both onsite and through email. 

· Actively engages instructional faculty in planning new instruction sessions based on special collections and archives materials and explores ways to integrate these materials into the curriculum. 

· Coordinates Scan-on-Demand program for digitization for faculty/student selected materials. 

· Participate in donor outreach efforts. 

· Actively contributes to development of exhibitions, digital collections, curriculum support programs and publications that encourage greater understanding and use of the collections and archives.

· Technical Services Component:

· Participates in planning for conservation/preservation needs of rare books, manuscripts, and printed materials collections. 

· Applies cataloging and metadata standards to physical and digital special collections as needed. 

· Coordinates technical needs of special collections and archives with library automation services. 

· Develops finding aids to improve accessibility of archives and special collections materials. 

· Participates in collection development for the special collections and archives. 

· General: 

· Supervises library staff and student workers; completes annual performance evaluations on staff. 

· Prepares monthly and annual reports. 

· Participates in library, university, and state/regional committees.

· Pursues activities appropriate to a tenure-track faculty with regards to research, service, and job performance.
Requirements – Education and experience
Note:  The statements herein are intended to describe the general nature and level of work being performed by employees, and are not to be construed as an exhaustive list of responsibilities, duties, and skills required of personnel so classified.  Furthermore, they do not establish a contract for employment and are subject to change at the discretion of the employer.
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