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Summary Position Statement:
Under general supervision of the Resource Center Mgr/Photo Archivist, this position has responsibility for either using existing metadata or creates new metadata to catalog 10,000 existing image scans into The Museum System (TMS) collection management software. Two thousand (2,000) of these images will also be catalogued in greater detail for inclusion in the Alaska Digital Archive using CONTENTdm.
Essential Duties and Responsibilities:

• Transcribe information from negative sleeves, index cards, or photographs into formatted spreadsheets, TMS, and/or CONTENTdm.
• Enter additional collection data, including photographer provided information.
• Subject catalogue images using localized thesaurus and Library of Congress Subject Headings.
• Initiate and track metadata cataloging workflow under Photo Archivist’s supervision.
Non-Essential Duties and Responsibilities:
· Assist Resource Center staff with related reference questions as needed.
•
Assist the Photo Archivist with project tracking tasks as needed.
Knowledge/Skills/Qualifications:

Knowledge of:
· Alaska history, culture and literature

· Methods and techniques of research

· The operation of electronic reference tools including on-line databases

Ability to:
· Detail-oriented and able to perform repetitive tasks with consistent & excellent results

· Ability to work independently 

· Comfortable with new technologies, particularly databases and spreadsheets. 

· Communicate clearly and concisely, both orally and in writing; legible, neat handwriting

Experience:
· Experience with spreadsheets, data-entry and/or databases, i.e. metadata cataloging, The Museum System, CONTENTdm, or subject cataloging.

Qualifications:

· High School graduate or equivalent.  Course work in Library and Information Science preferred. 

· Minimum one (1) year experience working in a library setting preferred.
· Knowledge of Alaska history, culture and literature preferred.
· Minimum six (6) months metadata and image cataloging preferred.
· Evidence of excellent communication, listening, and interpersonal skills.

Employee Expectations:

As an AMA employee, the incumbent is expected to model the following traits:

· Foster and maintain open communication and collaboration and actively engage in the exchange of ideas and maintaining constructive relationships. 

· Initiative and creativity in all aspects of the position. 

· Lead by example by maintaining a high standard of professional ethics and conduct at all times.

· Treat everyone with dignity and respect at all times.

· Support and uphold the policies, procedures of the AMA as directed by the Museum Director and Board of Directors. 

The above statements are intended to describe the general nature and level of work being performed. They are not intended to be an exhaustive list of all duties, responsibilities, and skills required.
Physical Demands:
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle or feel; reach with hands and arms; talk or hear.  The employee is regularly required to stand; walk; and occasionally required to stoop, kneel, crouch or crawl.  The employee must occasionally lift and/or move up to 50 pounds.  Specific vision abilities required by this job include color and close vision, and ability to adjust focus.

Work Environment:

The work environment characteristics described here are typical of an office environment and representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually moderate.

Metadata Specialist
Page 3 of 3
8/16/2010



