
Hours flexible with 2-5 hrs/wk required. For additional information, contact individual institution. 

 
 

UNDERGRADUATE VOLUNTEER OPPORTUNITIES 
 

The Harris County Archives contains records documenting the functions of the county government and the 

people of Harris County.  

Volunteer job descriptions: 

1) Manage and modify digital files and standardize metadata. Moderate-level computer skills required.  

2)  Arrange and rehouse photographs. Legible handwriting and good organizational skills required.  

3)  Processing textual collections. Legible handwriting and good organizational skills required.  

4)  Prepare VHS tapes for digitization. Familiarity with moving image recordings helpful. 

Location: 11525 Todd Street, Suite 330/Houston, Texas 77055 Available hours: M-F, 7:00 a.m. to 4:00 p.m 

Contact: sjackson@cco.hctx.net 

 

The Houston Symphony Archives maintains the permanent records of the Houston Symphony Society, 

departments and affiliated organizations and individuals, dating from the Symphony’s founding in 1913. 

Volunteer job descriptions:  

1)    Assist with cataloguing photography: assigning photo accessions numbers, re-housing in archival folders, 

updating the photo catalog in MS Access.  Skills in Access critical.   Familiarity with Adobe Photoshop helpful. 

2)    Processing of vertical research files, arranged alphabetically by subject.  Duties may also include 

processing of other records.  Neatness counts - good handwriting and attention to detail are needed.    

Location:  1220 Augusta Drive, Suite 250, Houston, TX 77057 Available hours: M-W 9am-5pm 

Contact: archives@houstonsymphony.org 

 

The Incarnate Word Convent Archives houses the records of the Houston Sisters of the Incarnate Word and 

Blessed Sacrament and documents the work of the Congregation from 1873 to the present.   

Volunteer job descriptions: 

1)    Inventory images currently available on DVD. Attention to detail and to proficiency with word processing 

and spreadsheet software required.   

2)  Organize a collection of photos describing events and identifying persons involved. Requires legible 

handwriting, attention to detail, the ability to handle archival materials with care, and proficiency with word 

processing and spreadsheet software. Additional knowledge of image formats and properties helpful.   

 Location: 3400 Bradford Street, Houston, TX 77025-1398 Available hours: TTh 10am-12pm, 1-4pm 

Contact: Sister Dympna Lyons at 713-668-0423/dlyons@incarnateword.org  

 

The Menil Archives identifies, preserves, and administers institutional records of the Menil Foundation and 

the Menil Collection. The Archives also houses Special Collections and the Film and Media Collection. 
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Hours flexible with 2-5 hrs/wk required. For additional information, contact individual institution. 

Volunteer job descriptions: 

1)   Assist with the organization and inventory of film cans in cold storage; read and record film edge numbers; 

create an inventory list and enter data into database. Familiarity with FileMaker Pro and 16mm film and 

analog and digital media formats preferred. Organizational skills and ability to work independently. 

2)   Assist the Archivist with the typing of transcriptions of interviews from audio cassettes. Familiarity with 

Macintosh and MS Word software. Ability to transcribe from audio cassettes and work independently. 

Location: 1511 Branard Street, Houston, TX 77006  Available hours: 9-5 Mon-Thurs. 9-12 Fri 

Contact: Suzanne Maloch, Director of Human Resources/ smmaloch@menil.org 

 

The Museum of Fine Arts, Houston Archives maintains the permanent records of the museum from 1900-

present as well as archival collections of organizations and individuals closely associated with the MFAH. 

Volunteer job descriptions: 

1)   Assist with processing of archival records. Legible handwriting, organizational skills and basic knowledge of 

MSWord and Excel required.  

2)  Digitization of archival photographic or paper materials. Attention to detail, and ability to learn Adobe 

Photoshop and Adobe Acrobat required. Background in photography or visual arts helpful. 

3) Transcription of interviews with artists and art scholars. Good word processing skills. Background in art 

history and experience transcribing a plus.  

Location: 800 Rosine St., Houston, TX 77019  Available hours: MWF 10 am – 4pm 

Contact:   archives@mfah.org  

 

The River Oaks Baptist School is establishing a pilot archival program with the records of its Office of 

Advancement. The department maintains the yearbooks and event photography for the school, currently 

approaching its 60th year of operation, as well as records documenting its development efforts. 

Volunteer job description: 

1) A volunteer is needed to arrange and describe the school’s event photography, which exists in both analog 

and digital form. The volunteer will be trained by a professional archivist. Requires legible handwriting, 

attention to detail, the ability to handle archival materials with care, and proficiency with word processing and 

spreadsheet software. Additional knowledge of image formats and properties helpful.   

Location: 2300 Willowick, Houston, TX 77027    Available hours: 10 am – 2 pm 

Contact: Trisha Ball, trisha.ball@gmail.com 
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