
Nantucket Historical Association 
Assistant Archivist 

Job Description 
 

Scope of Work: 
The Assistant Archivist reports to the Director of Collections and Research Services and 
manages the day-to-day activities of the Research Library. The Assistant Archivist is responsible 
for the accessioning, processing, storage, and preservation management of all NHA library 
collections. They lead the association’s digitization and transcription programs; contribute to the 
development of library and archival collections; provide reference and research services; oversee 
occasional interns, contractors, and volunteers; and participate in public programming and social 
media efforts. This position is full time and exempt from overtime. 
 
Accessioning and Processing 

● Processes archival collections in all formats following department standards, including 
rehousing, arranging, and describing materials consistently using DACS-compliant 
description, archival theory, and local documentation. 

● Catalogs incoming printed material, including updating holdings in OCLC Connexion. 
● Working with the Director of Collections and Research Services, manages library 

collections storage spaces and oversees the professional and secure storage and handling 
of objects in the Research Library. Ensures that the artifact collections are safely stored in 
accordance with best preservation practices, undertakes environmental monitoring, 
develops and maintains security protocols, and performs light housekeeping duties in 
library collections storage. 

● Working with the Director of Collections and Research Services, leads long-range 
planning efforts, including ensuring racially and culturally sensitive language in new and 
legacy archival description, establishing policies and workflows for processing born-
digital materials, and proposing solutions to achieve metadata accuracy. 

● Participates in special projects related to improving the association’s care of and public’s 
access to library materials. 

 
Digitization and Transcription 

● Manages digitization of Library materials, including manuscripts, monographs, maps, 
photographs, and audiovisual materials. 

● Leads the association’s transcription program, including developing and promoting new 
transcription projects, recruiting and stewarding volunteers, and using established 
workflows to connect completed transcriptions to their corresponding objects records. 

● Serves as the public face for the digitization and transcription programs, including 
communicating with stakeholders and promoting and publicizing the plans and 
accomplishments of the programs, working with the Associate Director of Marketing as 
needed. 

● Transfers files to NHA servers using established workflows and ingests digitized 
materials into Eloquent, assigning metadata and other descriptors to digitized items. 

● Monitors digitization work performed by other staff and provides quality control and 
tracks production and project statistics. 



Collection Development 

● Accessions library acquisitions according to established procedures, including issuing 
deeds of gift, creating accession records and collection control files, and ensuring all 
accessioned materials receive appropriate housing and tracked locations.  

● Prepares and describes new acquisitions to a baseline level so that they are discoverable 
and available for research as soon as possible after acquisition. 

● Assists the Director of Collections and Research Services in building a meaningful 
collection for the twenty-first century, including identifying gaps in the collection, 
corresponding with donors, dealers, and vendors, and exploring opportunities for 
community-driven collecting. 

● Maintains library acquisition records, including ensuring collection control files and 
Eloquent accession records are complete and accurate and entering donor information in 
Altru. 

● Coordinates library deaccessions, including recommending items for deaccession, 
tracking documentation, and handling logistics for final disposition of materials. 

● Working with the Director of Collections and Research Services and other staff, develops 
both a plan for collecting contemporary oral histories and a volunteer program to assist 
with interviews. 

 
Public Service 

● Participates in reference desk staff rotation, supervising the Research Library’s reading 
room and patron use of collection materials. 

● Provides reference services to researchers in the library, over the telephone, and through 
the mail and e-mail. 

● Makes reference scans and copies for researchers, including sending invoices and 
collecting payment as appropriate. 

● Records researcher usage statistics in Eloquent and other library databases, updates 
development and marketing staff as appropriate, and runs quarterly reports. 

● Performs outreach activities, including public programming, tours of the Research 
Library, and social media posts, to increase public knowledge, awareness, and use of the 
NHA’s collections and library services. 

● Presents on the association’s library collections to internal and external audiences. 
 
Administrative 

● Participates in the ongoing assessment and updating of departmental policies, procedures, 
and workflows in collaboration with other Research Library staff. 

● Monitors and analyzes current trends and practices and actively participates in the 
profession. 

● Trains and/or supervises library interns, contractors, and volunteers. 
● Performs other duties, as assigned, to accomplish the goals of the association. 

 
Required Qualifications 

● Graduate degree in library science or related field from ALA-accredited institution, 
including archival coursework. 

● 1-2 years of experience working in an archive or special collections library. 



● Demonstrated understanding of the principles that dictate archival appraisal, preservation, 
arrangement, and description. 

● Demonstrated knowledge of national standards, vocabularies, and best practices, 
including DACS, EAD, MARC, RDA, LCSH, and AAT. 

● Demonstrated commitment to diversity, inclusivity, and equity.  
● Superior interpersonal, communication, and writing skills. 
● Ability to work effectively and in a timely manner on a wide variety of projects 

concurrently, with concern for the tasks assigned and goals of the department. 
● Strong problem-solving and project management skills, with an ability to be receptive to 

changing priorities and to manage multiple work processes and projects simultaneously. 
● Ability to maintain a high level of detail and accuracy in management and completion of 

tasks. 
● Ability to work collaboratively and in a self-directed capacity, with a solutions-oriented 

focus. 
 
Preferred Qualifications 

● Strong commitment to public service, particularly to working with underrepresented 
communities. 

● Experience in the acquisition of archival or special collections, including working with 
vendors, collectors, or donors. 

● Knowledge of intellectual property and rights management issues related to archival 
materials. 

● Experience with bibliographic MARC-format cataloging using RDA or AACR2. 
● Experience managing digitization projects and born-digital archival content. 
● Knowledge of legacy audio and moving image media. 
● Experience working with oral histories. 
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