Archivist
The Houston Academy of Medicine – Texas Medical Center (HAM-TMC) Library seeks an Archivist.  This individual will be responsible for the physical security and environment of the historical collections (photographs, archives, manuscripts, and books) housed in the Historical Research Center (HRC).  He or she will also offer reference support and assistance to Library clients, arrange and process archival collections, and prepare and manage the budget for the HRC.   

Duties:

· Explores and initiates contacts with members of the Houston community to obtain collections or individual items of historical significance
· Reviews condition of archival materials and performs the initial survey of collections prior to cleaning and rehousing 
· Organizes, arranges and describes collections according to generally accepted professional standards

· Creates printed and online finding guides for processed collections

· Maintains collections according to their provenance and maintains the inventories of the collections 
· Provides guidance to the Archive Assistant, clerical assistants, and volunteers

· Performs searches for manuscripts, serials, and other historical information

· Prepares exhibits and provides information/materials from the collections for special events  
· Communicates with individuals and organizations to publicize the Library’s historical resources

· Seeks funding for special events, historical collections, and the support of the McGovern Historical Collections and Research Center
· Answers reference questions and assists clients with their research 
· Collaborates with members of other departments to ensure client needs are met

· Manages all aspects of the HRC physical facility assuring the physical environment is secure and clean 

General Responsibilities: 

· Provides assistance and support to librarians and staff when needed

· Collaborates with others to create an atmosphere of enthusiasm and commitment

· Establishes and maintains an environment that encourages teamwork, interdependence, and customer service

· Continually increases technical competency of self and others through education and research within their field

Qualifications:

Master’s degree in Library Science from an ALA-Accredited program or an equivalent master’s degree in archival studies or related field.  Minimum of three to five years related experience.
Skills: 
Demonstrated proficiency with Microsoft Office suite, AACR2, DACS/APPM, MARC format, Encoded Archival Description (EAD), and archival methods is essential, including knowledge of digital archival practices and metadata.  Prefer someone with ability to work with Dreamweaver and Photoshop CS4.  Demonstrated written and verbal communication skills.  Prefer someone with basic knowledge of budgeting process.  The ability to work with minimal supervision and achieve mutually agreed upon goals is essential.
Preferred License/Certificate:

Preferred candidate will possess Archivist Certification through Academy of Certified Archivists.
The HAM-TMC Library offers a complete benefits package which includes health, dental, life and long-term disability insurance. In addition to a comprehensive benefits package, the Library provides paid holidays, vacation, a monthly transportation subsidy and a retirement plan. 

The HAM – TMC Library is an equal opportunity and affirmative action institution providing access to employment without regard to age, race, color, national origin, gender, religion, sexual orientation, veteran’s status, political affiliation, or disability. 

Minimum starting salary: $54,000.
Job closing date: Dec. 30, 2009
Please email CV or Resume and cover letter addressing qualifications to: 

Andrea Thomas, Human Resources Specialist 

Houston Academy of Medicine – Texas Medical Center Library 

1133 John Freeman Boulevard 

Houston, Texas 77030 

Fax #: 713.799.7129 

Email: andrea.thomas@exch.library.tmc.edu
