CONTRACT POSITION
COUNCIL OF NOVA SCOTIA ARCHIVES (CNSA)

MemoryNS Training & Technical Coordinator

[bookmark: _GoBack]MemoryNS is Nova Scotia’s online database providing access to descriptions of archival holdings in archives across the province. The Council of Nova Scotia Archives (CNSA) is seeking an enthusiastic archival professional to work with 25-30 CNSA members currently underrepresented in the MemoryNS database. The successful candidate will empower the participating members by providing training and assistance in developing and adding descriptions to the database. As a result, over 90 descriptions detailing the province’s underutilized archives will be made more accessible, and the archives themselves will be brought to the public forefront through a targeted media campaign.
Working with the CNSA’s Executive and MemoryNS Committees, and under the supervision of the Archives Advisor, the Coordinator will be contracted to:  
· Create and deliver a schedule of site visits (each from 3-5 days in length) and training to CNSA member archives, tailoring the training to staff with varying MemoryNS skill levels
· Create and execute a social media plan to provide updates throughout the project
· Edit already-existing training materials (videos, tutorials, workshop activities) to be used during training sessions and on CNSA website
· Assist CNSA members in finalizing descriptions and uploading records into MemoryNS
· Provide in-person and distance training and technical assistance during site visits; act as a general technical resource to members from a distance
· Provide reports after each site visit and training session, as well as a final report on the project
The successful candidate should have knowledge or experience with: 
· Educational background in archives/libraries; preferably at the Master’s level
· Knowledge of Access to Memory (AtoM) archival description software
· Demonstrated training experience
· Knowledge of archival theory and descriptive standards (RAD)
· Ability to communicate effectively both written and orally
· Ability to work effectively as part of a team
· Valid driver’s license; willingness to travel throughout the province

Start date: May 6, 2019

End date: September 6, 2019

Contract Specifics: 18 weeks at 35 hours per week at $20/hr plus applicable employment. The successful candidate will be working mainly at the Halifax-based CNSA office, though travel is required for the position and will be reimbursed at established rates. 

For additional information and submission of resumes, please contact: 

Sara Hollett, Archives Advisor
Council of Nova Scotia Archives
6016 University Avenue
Halifax, NS  B3H 1W4
(902) 424-7093
councilofnsarchives@gmail.com 

Deadline for submissions is Thursday, April 25th, 2019. We thank all applicants for their submissions, but only those selected for an interview will be contacted.

