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Classification Specification
	

	
	2240100

	
	ARCHIVIST, ASSISTANT



Class Summary

The responsibilities of this classification include arranging, describing, cataloging, indexing, retrieving, maintaining, protecting and preserving public records and historical information using archival best practices in accordance with Washington State public records laws.  Incumbents provide information to internal and external customers in a manner that ensures compliance with established guidelines and public disclosures rules and regulations. 

Distinguishing Characteristics

This is the first level within a two-level classification series. This classification provides a full range of reference services to internal and external customers by performing specialized technical archival work requiring knowledge and training in archival management.  Positions assigned to this classification may lead/manage special projects, may lead interns and may provide supervision to same or subordinate level staff in the absence of the Archivist.
This classification is distinguished from the Archivist in that the Archivist is responsible for day to day facilities, financial and personnel management and serves as the top level authority on archival transfers and overall collection management.

Examples of Duties (may vary by position)

1. Research and retrieve materials from a variety of sources including on-line systems; synthesize information for varied audiences. 

2. Process and index historical records; perform cataloging and subject indexing.

3. Prepare descriptive materials such as abstracts, inventory lists, indexes, catalogs records and County agency history. 

4. Maintain database of archival records; participate in database design and development.

5. Develop and revise website content; may manage and update website.

6. Participate in the management of archive projects; may manage projects.

7. Participate in the conservation, appraisal, arrangement and description of historical records.

8. Prepare detailed statistical reports; prepare technical documentation.  

9. Provide training to archive users.

10. Market archives services and collections to internal and external agencies; may represent County Archives to external agencies.

11. Participate in archive program planning and the development of policies and procedures.

12. Oversee the work of interns and/or project staff as needed.

13. Perform other duties as assigned.
Knowledge/Skills (may vary by position)
Knowledge of archival and records management theories and practice; demonstrated skill in archival appraisal, processing and preservation techniques

Knowledge of government records and systems, applicable laws and regulations

Knowledge and skill in records appraisal, retention-schedule development

Knowledge and skill in indexing, cataloging and researching historical records

Skill in oral and written communication that includes public speaking, interviewing, flexibility, and good listening

Skill in using current office software programs including on-line research; skill in database maintenance; skill in web development

Skill in handling multiple competing priorities

Skill in working with a variety of individuals from diverse backgrounds

Skill in analytical thinking, problem solving and conflict-resolution 
Skill in planning, organizational, and project management 
Skill in documentation, technical, abstract and report writing 

Skill in customer service and interpersonal relationships
Licensing/Certification Requirements

Masters degree in history or library and information science with an emphasis in archival administration

Valid Washington State Drivers License 

Current Certification by the Academy of Certified Archivists is preferred
Additional licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required. 
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