Job ID:  260200-01     



Department Name: Hunter Library – Digital Programs     

Job Title:  Digital Collections Assistant   

Type of Work:  technical


Job Competencies:  Flexible, organized, self motivated, dependable, works independently   

Job Skills:  web design, internet, Content DM software  

Job Duties and Responsibilities: This position offers a fixed number of hours per week to be arranged individually by the student and supervisor. Digital Collections Assistant will work closely with Hunter Library staff to upload digital files from selected materials into an online database. Student will receive training in use of Content DM, database software. Student will follow procedures for recording information about items in the collection, including tracking, documentation, inputting data, etc. Must be able to pay attention to detail and work with few errors. Once trained, must be able to work independently. Applicant should possess technical skills (or an aptitude for technical skills) and an aptitude for detail and accuracy. Experience with digital media a plus.
Job Restrictions:   
Learning Outcome: Position will provide student with technical experience applicable to many fields and direct experience in archival work.   

Number of available positions: 1  
Minimum number of hours required per week: 10  

Minimum wage is $8.00 per hour

Per University policy, a student may work up to 20 hours per week.

This employer prefers that you contact them by:  Submit a one-page letter explaining related experience. Resume would be helpful. 

Contact Person: Anna Fariello  
Department:  Hunter Library – Digital Programs
Location:   

Phone:   

Email: Fariello@wcu.edu  









