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	POSITION: Program Director (Academic),  Archives & Rare Books Library

 

	EFFECTIVE DATE: July, 2012
GENERAL DESCRIPTION: Responsible for implementation and management of the University of Cincinnati Records Management Program.  Provides reference assistance with Archives & Rare Books (ARB) collections as needed; coordinates and provides technological support for ARB staff including the ARB website.
RELATIONSHIP AND AUTHORITY: Receives general direction from and reports to the Head of the Archives & Rare Books Library.  May supervise staff and students as directed.

DUTIES AND RESPONSIBILITIES: 
1. Manages the University of Cincinnati Records Management Program.

2. Serves as liaison and consults with faculty, staff, and administration of all units throughout the University of Cincinnati on matters concerning records management and record retention schedules.

3. Assists in transfer of scheduled records to the University Archives; develops, implements, and maintains automated systems for access to records, schedules and selected University records.

4. Provides reference service for University records.
5. Maintains ARB collection databases, including collection descriptions, images, and documents; maintains ARB web content.
6. Prepares material for the ARB website, updates and maintains the ARB website in accordance with University Libraries UC website policies and hardware/software standards and policies.

7. Provides oral and written reports as directed.

8. Performs other duties as assigned.



	QUALIFICATIONS:
1. Bachelor’s degree or equivalent combination of education and experience required.

2. Two years experience working with research collections and automated resource databases required.

3. Two years records management experience, including electronic information and record keeping systems required.

4. Basic knowledge of web-based technology.

5. Knowledge and ability to produce and optimize images for the web.

6. Demonstrated experience with web image editing software such as Adobe Photoshop, Macromedia Fireworks.

7. Ability to communicate clearly, both orally and in writing.

8. Demonstrated experience in providing exceptional customer service.
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