
Jackson County Historical Society Archivist | Librarian Job Posting 

Education: 

 B.S. or B.A. in History or Related Humanities. Masters in Library & Information Science 

preferred. 

Experience: 

 Minimum 2 years in a professional role in an archives or research library 

 Proficient in MS Office, archival / library management / collections software, and 

management of a collection database 

Physical requirements: 

 Lift 20 lbs. over your head 

 Climb stairs 

 Climb a 5 ft. stepladder 

 Work in confined spaces 

Responsibilities: 

 Administer collection policies and recommend changes, as necessary, to the JCHS Board of 

Directors 

 Define, establish and maintain standards. This includes the physical layout of the archives, 

standards for labeling and storing materials, and accession / cataloging procedures.  JCHS 

licenses PastPerfect museum software which includes “Nomenclature 3.0 for Museum 

Cataloging” to assist with maintaining JCHS approved / defined naming conventions. 

The Archivist | Librarian is responsible for determining the extent of information to include 

in the museum catalog records for each type of collection (archives, library, photos and 

objects) and processing / acknowledging accessions. This includes the evaluation, selection, 

preservation, as well as cataloging and filing of donated materials.  

In addition, the Archivist | Librarian is responsible for ensuring periodic validation of the 

catalog information and location (inventory) of materials including items on loan or on 

exhibit.  
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 Manage research inquiries and, if appropriate, retrieve, reproduce, and refile materials. To 

facilitate this process, the Archivist |Librarian must provide ease of access (local and 

remote) to information about the JCHS collection. 

 Manage the JCHS collection which is stored in the archives and the 1859 Jail Museum.  This 

includes maintaining clean, well-organized, secure and environmentally controlled facilities.  

 Ensure that appropriate technology services are available and functional (hardware, 

software, LAN, data security, backup /recovery, power management, website, internet 

access, vendor relationships). 

 Maintain an appropriate inventory of supplies and materials for cataloging, copying, 

printing, scanning, etc. 

 Establish and maintain appropriate professional relationships with other archivists, 

librarians, historical / governmental organizations. 

 Assist in preparing materials and programs for fund raising. 

 Manage, train, and develop staff / volunteers / interns involved in processing accessions. 

 Participate in speaking, writing, teaching, and programs / events / tours. as appropriate and 

in accord with the organization’s programs and policies.  Assist the Executive Director in 

community outreach efforts. 

 Assist in other JCHS activities as needed. 

Compensation and Benefits 

 Starting salary: $35,000 to $40,000 depending on education and experience 

 Paid Time Off:  10 holidays 

  5 personal days (increases to 10 after 1st anniversary) 

Interested candidates should submit a resume by email or mail. 
 
Email 
archivist@jchs.org  
 
Mail 
Jackson County Historical Society 
P.O. Box 4241 
Independence, Missouri 64051 
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