
Museum Archivist 

(Project/Program Manager) 

 

The University Museum and Cultural Center (UMCC) seeks an enthusiastic and hard-

working individual to fill the full-time position of museum archivist. 

 

Status: Full Time (40 hours per week) 

 

Reports to: Museum Director 

 

Duties and Responsibilities: 

 Supervises and trains museum staff, interns and volunteers

 Analyzes the context and content of the archival collections

 Organizes, arranges, describes and preserves archival collections

 Prepares well-written, concise, and accurate finding aids according to 
current archival descriptive standards, electronic formats, and best practices, 
including Describing Archives: A Content Standard (DACS)

 Manages storage facilities and appropriate housing for all archival materials

 Digitizes photographs and documents as needed

 Provides reference services to students, faculty, staff, administration and the 
general public

 Participates in the collection of oral histories as appropriate

 Keeps abreast of current issues and trends in archival theory and practice

 Orders archival supplies

 Performs other duties as assigned

 

Minimum Qualifications: 

 Master’s degree from an ALA-accredited library school or equivalent 
accredited degree, with formal training in archival theory and practice

 Possesses knowledge of current archival principles, standards, and best 
practices for processing and describing archival collections

 Willingness to adhere to professional museum standards and practices

 Excellent verbal and written communication skills

 Must be flexible and able to adapt quickly in front of different audiences

 Excellent computer skills (Microsoft Office, Adobe Creative Suite)

 Experience with database or cataloging software

 Ability to tactfully and courteously deal with a diverse group of colleagues, 
volunteers, students, faculty, staff and the public

 

 

 

  



 Ability to work under pressure, handle multiple assignments and 
consistently meet deadlines

 Must be able to work a schedule of Monday through Friday with additional hours for 
special events and tours

 Minimum of 2 years of archival experience (jobs, internships, practicums and 
volunteer experience will be taken into consideration)

 

Preferred qualifications: 

 

 Master’s in museum studies, archival management, library science, history, public 
history and/or a related field

 Familiarity with the history of the University of Arkansas at Pine Bluff and the 
Arkansas Delta

 Museum experience

 

Working Environment: 

The museum archivist works both in a climate controlled and occasionally outdoor 

environment. Tasks require variety of physical activities, generally not involving muscular 

strain (up to 50 lbs.), related to walking, standing, stooping, sitting, reaching, lifting, etc. 

 

Fringe Benefits: Group health, life, and disability insurance; retirement; social security; 

worker’s compensation, paid holidays; vacation and sick leave; tuition discounts for 

employee, spouse and children. 

 

To apply:  Submit an application, official transcripts and three letters of recommendation to:  

 

Human Resources Department 

University of Arkansas at Pine Bluff 

1200 N. University Drive 

Mail Slot #4942 

Pine Bluff, AR  71601 

Email:  uapbjobs@uapb.edu 

Website:  www.uapb.edu 

 

Closing Date: Applications accepted until a suitable candidate is found. 

 

For questions only, contact: Mr. Henri Linton, Director of the University Museum and 

Cultural Center (870) 575-8232 or lintonhl@uapb.edu 

 

UAPB is an Equal Opportunity/Affirmative Action Employer/Participates in E-Verify 
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