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Title: Archives Intern

Department: Collections

Status: Non-Exempt, temporary, hourly

Supervisor: Archivist

Position Description: Summer archives internship focusing on tasks and procedural development relating to the organization, documentation, and preservation of Museum of Northern Arizona institutional records and all media contained. This internship will provide experience working with records created by a unique natural science, cultural, and fine arts organization focused on research, education, and exhibitions. 
Major Tasks and Responsibilities:

· Appraise, arrange, and describe institutional records

· Research and suggest revisions and updates to existing records retention policy
· Assist with the development of a procedures manual for permanent institutional records
· Assist with research requests (reference assistance, scanning, etc.)

· Assist with Integrated Pest Management and housekeeping
· Various other duties as identified/assigned
Education and Experience Requirements: Recent graduate or student seeking advanced degree in Archival Studies, Library/Information Science, Museum Studies, or related field.

Abilities, Skills, and Knowledge:

· Familiarity with organization, preservation and storage needs of archival material
· Experience working with institutional records a plus
· Ability to communicate, orally and in writing
· Strong research skills
· Excellent organizational skills and high attention to detail
· Familiarity with computer databases, spreadsheets, and word processing
· Ability to work independently as well as with students, interns, and volunteers
Working Conditions: Generally work indoors, usually between 9 am and 5 pm, an average of 29 hours per week for a maximum of a 12 week internship. Must be able to lift heavy containers (50 lbs.) and handle fragile items.

Position contingent upon passing a satisfactory background check.

$13 per hour salary and housing are provided.

How to Apply:
Email is the preferred method of application submission. Please submit a cover letter, resume, and three letters of recommendation to employment@musnaz.org. If you are not able to submit your information via email, please call Jill Thomas at 928-774-5211, Ext. 203 to receive additional instructions for application submission. Review of applications will begin March 27, 2020.
The Museum of Northern Arizona is an Equal Opportunity Employer.
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