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Archives Project Volunteer

RESPONSIBILITIES
The volunteer will be responsible for bringing our collection of 300+ blueprints and drawings under physical and intellectual control. This includes locating each physical drawing, cataloging it in ArchivEra, and checking to see if it has a digital surrogate that can be added to the catalog record. Archives staff will train the volunteer in basic archival theory, using ArchivEra, and proper handling of physical materials.
QUALIFICATIONS
· Able to commit to a regular schedule
· Reliable transportation
· Detail oriented
· Abie to work in a team or individually
· Flexibility with assigned tasks
· Good time management skills

WHAT YOU WILL LEARN AS A LOWELL OBSERVATORY VOLUNTEER
You will be provided with an overview of the Observatory’s history and mission (including related reading material); facility orientation; introduction to department supervisors; timekeeping procedures, scheduling and attendance.
During the project’s length, you will become familiar with the Observatory’s Archives and the use of Archivera.
[bookmark: _gjdgxs]WORKING CONDITIONS
Activities are performed indoors in the Putnam Collection Center, with extended periods of time sitting or standing at a computer. Occasional movement over the uneven terrain about the Observatory’s campus which sits 7000 feet elevation. Ability to lift packages up to 25 pounds.
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