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Archivist III
Code:  0283


Pay Grade:  20 ($15.35 - $20.68/hr)
Open for Recruitment: September 5, 2014  - September 19, 2014
DESCRIPTION:
The Department of the Secretary of State, Maine State Archives is seeking candidates for the position of Archivist III, located in Augusta.  This position is responsible for leading the development of digital content and web-based delivery systems and for coordinating with Archives staff and contractors to implement the Archives’ information systems; collaborates with information technology groups to manage the organization’s electronic records for the Maine State Archives; defines and develops industry standard descriptive data and metadata for archival preservation, document conversion, and digital data persistence; and assists in shaping the Archives’ online presence and strategic marketing for the Maine State Archives.

Additionally, this position assists the Archives by leading efforts to utilize current technologies in information and content management in managing and preserving institutional archives and special collections; plans and recommends innovation strategies in electronic records acquisition, digital stewardship and accessioning, meta-documentation production, required systems infrastructure, and audit standards for trustworthy repository management; works with the State Archivist, the Maine State Archives Director, the Secretary of State’s Information Services Office and the state’s Office of Information Technology;  the incumbent seeks long term sustainable solutions that support the Archives’ responsibility to preserve and protect the recorded intellectual assets of the Maine State Archives and all branches of state government agencies. This position reports to the Director and has supervision over other archivists and paraprofessional employees.

REPRESENTATIVE TASKS:
· Selects accessions (hard copy and electronic) and arranges archival records and materials in order to maintain control of government documents.

· Researches and studies government records (hard copy and electronic) in order to arrange and describe materials, develop finding aids, assist researchers, reply to inquiries, and advise agencies and groups on archival records.

· Supervises subordinates in the preparation of finding aids and the processing, preservation, repair, and photographic reproduction of records in order to maintain records in usable condition.

· Edits archival materials (hard copy and electronic) for publication in order to provide published copies of original materials.

· Instructs individuals and groups in the use of archival holdings and finding aids in order to promote preservation of scholarly data and the use of archival services.
KNOWLEDGES, SKILLS, AND ABILITIES REQUIRED:
-Knowledge of laws and regulations pertaining to government records.

-Knowledge of sources, methods, and techniques used in scholarly research.
-Knowledge of methods, techniques, and materials used in care and preservation of permanent records.
-Knowledge of Maine and American History.

-Knowledge of supervisory principles, practices, and techniques.

-Knowledge of development and growth of State and local governments.

-Ability to research archival materials, analyze complex bodies of materials, and develop and establish appropriate finding aids.
-Ability to consult and advise others in the use of archival services and materials.

-Ability to explain archival holding and services.

-Ability to communicate effectively orally and in writing.
MINIMUM REQUIREMENTS:
A six (6) year combination of education, training, and/or work experience in related archival work or records administration.  Preference will be given to those applicants who have supervisory experience.
EXAM PLAN:
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HOW TO APPLY


Please submit a direct hire application form and resume.  The application form is available on our webpage at: � HYPERLINK "http://www.maine.gov/bhr/state_jobs/how_to/direct.htm" �http://www.maine.gov/bhr/state_jobs/how_to/direct.htm� 


Applications must be submitted by September 19, 2014 to:


Lucia Nadeau, HR Director                                    29 State House Station   Augusta ME  04333-0029                                                     207-624-9010 – phone                               207-624-9313 – fax


INCOMPLETE APPLICATIONS WILL NOT BE PROCESSED.


We provide reasonable accommodations to qualified individuals with disabilities upon request.





Value of State-paid Dental Insurance:  $13.13 biweekly


Value* of State-paid Health Insurance:


Level 1:  100% State Contribution (employee pays nothing):  $388.23 biweekly


Level 2:  95% State Contribution (employee pays 5%):  $369.48 biweekly


Level 3:  90% State Contribution (employee pays 10%):  $350.72 biweekly


Level 4:  85% State Contribution (employee pays 15%):  $331.97 biweekly


*The level of the actual value of state paid Health Insurance will be based on the employee’s wage rate and status with regard to the health credit premium program as of July 1, 2014.





Value of State’s share of Employee’s Retirement:  16.17 of pay.








Maine State Government is an Equal Opportunity/Affirmative Action Employer
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