Assistant Archivist

We are looking for an enthusiastic and motivated Assistant Archivist to join Methodist Ladies’ College, in this part time (0.4FTE) role.

You will be responsible for:

· contributing to the management of the Archive collection including the appraisal of records and the arrangement and description of archives 

· planning, development and delivery of displays. 

· maintaining the past student data base

The successful applicant will

· have a high level of integrity and discretion (adherence to the Archivist  Code of Ethics)

· sound verbal and communication skills

· have an understanding of and experience of best practice in conservation techniques and archival procedures
· high degree of attention to detail and accuracy

·  have a high level of computer skills  including word processing, data entry, experience with archives/library cataloguing software, scanning and  digital technology. 

· be enthusiastic and interested in helping to provide an information resource for the MLC community that embraces the challenges presented by digital technology

· have a reasonable level of fitness to cope with steps, the demands of mounting displays and working with boxed material.
In return, MLC offers you an exciting and challenging role with opportunities for career advancement, a competitive salary, free meals during term time and the opportunity to work with one of the most prestigious all girls’ schools in WA.

Interested? Please visit www.mlc.wa.edu.au to apply today!

Applications close Monday 30 June 2008

