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Office of the Secretary of State/Washington State Archives

Archivist (25500)

Recruitment Announcement


Recruitment Number:  Archivist705

Location:  Bellevue, Bellingham, Cheney, Ellensburg and Olympia, Washington
Salary: $3004 - $3846 per month (range 48)
Posting Date:  Internal Promotional: July 28, 2005

           Open Competitive: August 4, 2005
Closing Date:  Open until further notice



This recruitment will be used to fill Archivist vacancies as they occur in the Office of the Secretary of State, Washington State Archives and will remain in effect until further notice.  The Archives Administrative offices are located in Olympia and there are five regional branches located in Bellevue, Bellingham, Cheney, Ellensburg and Olympia. 

The Office of the Secretary of State is currently recruiting for five full-time project Archivist positions.  These positions have been established for the “Processing Project” which is anticipated to run through June 30, 2009.  The project is currently approved through June 30, 2007.
LOCATION

One position will be located in each of the following Washington State Archives Regional Branches: Puget Sound Branch/Bellevue, Northwest Branch/Bellingham, Eastern Branch/Cheney, Central Branch/Ellensburg and Southwest Branch/Olympia.

DUTIES

These positions report to the Regional Archivist and/or Assistant Regional Archivist of each branch location.  Work is planned cooperatively between the Regional Archivist, Assistant Regional Archivist and the incumbent, with tasks allocated according to available resources.  The incumbent will apply professional knowledge, skills and abilities to the arrangement and description of archival collections in order to make them usable for researchers.  As assigned, leads and monitors repackaging of archival collections by student workers in containers that will promote their long term preservation.  Work is performed according to archival standards of best practice, as well as Division of Archives policies and procedures.
WHO MAY APPLY

This recruitment is open to internal promotional candidates of the Office of the Secretary of State beginning July 28, 2005.  Recruitment is open to anyone who meets the requirements beginning August 4, 2005.

REQUIREMENTS

· Master of Arts degree in History, or a related field, with an emphasis in Archival Administration or successful completion of a graduate-level archival training program.

· Handling and transporting standard records storage containers as well as oversize bound and flat documents that weigh a minimum of fifty (50) pounds and up to sixty (60) pounds.
These positions are covered by a union shop provision.  Therefore, as a condition of employment, all candidates appointed will be required to become members of the Washington Federation of State Employees.

DESIRABLE QUALIFICATIONS

· Three years of professional experience in the application of archival theory and practice to arrangement, description, processing and preservation of archival collections; experience may be gained concurrently.

· Six months of experience using standard office software applications such as Microsoft Office Suite.

COMPENSATION

$3004 - $3846 per month, depending on qualifications.  Washington State offers a full benefits package which includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees retirement plan.

AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Productivity Board, and the Oral History Program.  Our web site is: www.secstate.wa.gov.

HOW TO APPLY

Initial screening will begin immediately and will be based on the information contained in your application form and your responses to the Supplemental Questionnaire.  Interviews are anticipated to be held in late August 2005.  Applicants are encouraged to submit their application packet on or before August 19, 2005.
The following items must be submitted for your application to be considered.
1. A cover letter telling us how you meet the Requirements and Desirable Qualifications as listed above.

2. A completed Washington State Job Application.  Be sure to provide clear, detailed information about your job-related education and experience. (The Washington State Job Application form can be found on the Department of Personnel's website at: http://hr.dop.wa.gov/forms/dopforms.htm.  Choose the Word format.)

3. You must respond to the Supplemental Questionnaire below.

4. If applicable, a professional writing sample as referenced in question #4 of the Supplemental Questionnaire.

5. The names of three or more professional references and a statement from you granting permission to contact them.
FAILURE TO SUBMIT ALL OF THESE ITEMS WILL RESULT IN A BELOW PASSING SCORE.

Submit your application packet to the following address; email application packets are preferred.
Office of the Secretary of State

Recruitment Manager

PO Box 40227

Olympia, WA  98504-0227

FAX: (360) 586-2033

Email Address: recruitment@secstate.wa.gov
NOTE: Your score will be emailed or mailed directly to you and will be based on your experience and training.
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Project Archivist

Supplemental Questionnaire
Recruitment Number:  Archivist705



The questions below ask about your experience in a variety of areas.  We do not expect any one candidate to have experience in all of these areas.  Read the following instructions carefully.  Failure to follow instructions will result in a below passing score.

Answer each of the questions by selecting the appropriate check box and completing the supplemental information where requested.  For some questions, mark all that apply.  For others, you must select one answer only.

Please answer the questions honestly and accurately.  All of the information you submit is subject to verification by the Office of the Secretary of State and the Department of Personnel.  Also be sure to provide information in the Employment History section of your application to support your responses.

1.
Do you have a Master’s Degree in History, or related field?

(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If yes, did your Master’s Degree program include a minor field or emphasis in Archival Management?

(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No

2.
Have you completed a graduate-level archival training program?

(a)
 FORMCHECKBOX 
 Yes

(b)
 FORMCHECKBOX 
 No



If you responded with a “yes” answer, please complete the following information:


Program:       Year:      

Please summarize the course work and internship experience:


     
3.
In which of the following areas of archival theory and practice have you had professional experience?  Please mark all that apply.

(a)
 FORMCHECKBOX 
 Arrangement


(b)
 FORMCHECKBOX 
 Description


(c)
 FORMCHECKBOX 
 Processing


(d)
 FORMCHECKBOX 
 Preservation

Please list dates of employment and summarize your professional experience for the areas marked above:


     
4.
In a professional position, have you authored in its entirety, or a significant portion of the content of, any of the types of documents listed below?  If so, mark the letter of each type you have authored.  Do NOT include experience editing or typing documents written by others, documents that have not yet been completed, or documents you authored for a degree program.  (Note: Applicants who have this experience are requested to submit a writing sample.)


(a)
 FORMCHECKBOX 
 Inventories


(b)
 FORMCHECKBOX 
 Other Specialized Finding Aids (e.g., Textual and Electronic)


Please summarize your experience producing inventories and other specialized finding aids:


     
5.
Have you had at least six months of full-time experience (40 hours per week) or equivalent part-time experience (e.g., 12 months at 20 hours per week) using database software, such as Microsoft Access, to enter or import data from other sources, sort records by multiple fields, find records, run simple queries, and filter by selection?


(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If you responded with a “yes” answer, please summarize your experience using database software:


     
6.
Have you had at least six months of full-time experience (40 hours per week) or equivalent part-time experience (e.g., 12 months at 20 hours per week) using word processing software, such as Microsoft Word or WordPerfect, to create, format, edit, preview, print, and save documents?


(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If you responded with a “yes” answer, please summarize your experience using word processing software:


     
The Office of the Secretary of State is an equal opportunity employer (EOE).  Women, racial and ethic minorities, persons over 40 years of age, persons of disability, disabled and Vietnam era veterans are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 586-1170.
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Office of the Secretary of State/Washington State Archives

Archives Assistant (25495)

Direct Employment Opportunity


Recruitment Number: ArchivesAsst805

Location: Bellevue, Bellingham, Cheney, Ellensburg and Olympia, Washington
Salary: $2377 - $3004 per month (Range 38)
Posting Date: August 31, 2005

Closing Date: Open until further notice



This recruitment will be used to fill Archives Assistant vacancies as they occur in the Office of the Secretary of State, Washington State Archives and will remain in effect until further notice.  The Archives Administrative offices are located in Olympia and there are five regional branches located in Bellevue, Bellingham, Cheney, Ellensburg and Olympia. 

The Office of the Secretary of State is currently recruiting for two full-time Archives Assistant positions:

· One permanent position in the Southwest Branch Archives.

· One project position in the State Government Archives that has been established for the “Processing Project” and is anticipated to run through June 30, 2009.  The project is currently approved through June 30, 2007.

LOCATION

Archives Assistant positions are located in each of the following Washington State Archives Regional Branches: Puget Sound Branch/Bellevue, Northwest Branch/Bellingham, Eastern Branch/Cheney, Central Branch/Ellensburg, Southwest Branch/Olympia, and the State Government Archives/Olympia.

DUTIES

Under the direction of an Archivist, these positions may perform research and reference services for the public and local government agencies, consulting manual and electronic collection catalogues, provide security in the research room, perform accounting tasks related to customer service, aid in the transfer and processing of archival material which includes the arrangement and description of public records collections to establish the intellectual and physical control necessary for such collections to be easily identified and effectively used by researchers, preserve print and non-print media, prepare statistical reports and participate in outreach projects.
WHO MAY APPLY

Recruitment is open to anyone who meets the requirements beginning August 31, 2005.

REQUIREMENTS

· Bachelor of Arts Degree in History, or related field.

· One year of full-time experience (40 hours per week) working with archives and records systems and their management.
· One year of full-time experience (40 hours per week) using standard office software applications such as Microsoft Office Suite.

· Handling and transporting standard records storage containers as well as oversized bound and flat documents that weigh up to fifty (50) pounds.
DESIRABLE QUALIFICATIONS

· Master’s Degree in Archival Management.

· Experience operating complex technical equipment including video editing equipment, desk top and large scale scanning equipment, digital cameras, and audio/video recording equipment.

· Experience in conservation/preservation methodology.

These positions are covered by a union shop provision.  Therefore, as a condition of employment, all candidates appointed will be required to become members of the Washington Federation of State Employees.

COMPENSATION

$2377 - $3004 per month, depending on qualifications.  Washington State offers a full benefits package that  includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees retirement plan.

AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Productivity Board, and the Oral History Program.  Our web site is: www.secstate.wa.gov.

HOW TO APPLY

Initial screening will begin on September 13, 2005 and will be based on the information contained in your application form and your responses to the Supplemental Questionnaire.  Interviews are anticipated to be held in late September.  Applicants are encouraged to submit their application packet on or before September 12, 2005.
The following items must be submitted for your application to be considered.
6. A cover letter telling us how you meet the Requirements and Desirable Qualifications as listed above.

7. A completed Washington State Job Application.  Be sure to provide clear, detailed information about your job-related education and experience. (The Washington State Job Application form can be found on the Department of Personnel's website at: http://hr.dop.wa.gov/forms/dopforms.htm.  Choose the Word format.)

8. You must respond to the Supplemental Questionnaire below.

9. If applicable, a writing sample as referenced in question #5 of the Supplemental Questionnaire.

10. The names of three or more professional references and a statement from you granting permission to contact them.
FAILURE TO SUBMIT ALL OF THESE ITEMS WILL RESULT IN A BELOW PASSING SCORE.

Submit your application packet to the following address; email application packets are preferred.
Office of the Secretary of State

Recruitment Manager

PO Box 40227

Olympia, WA  98504-0227

FAX: (360) 586-2033

Email Address: recruitment@secstate.wa.gov
NOTE: Your score will be emailed or mailed directly to you and will be based on your experience and training.
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Archives Assistant

Supplemental Questionnaire
Recruitment Number:  ArchivesAsst805



The questions below ask about your experience in a variety of areas.  We do not expect any one candidate to have experience in all of these areas.  Read the following instructions carefully.  Failure to follow instructions will result in a below passing score.

Answer each of the questions by selecting the appropriate check box and completing the supplemental information where requested.  For some questions, mark all that apply.  For others, you must select one answer only.

Please answer the questions honestly and accurately.  All of the information you submit is subject to verification by the Office of the Secretary of State and the Department of Personnel.  Also be sure to provide information in the Employment History section of your application to support your responses.

1.
Do you have a Bachelor’s Degree in History, or related field?

(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No

2.
Do you have a Master’s Degree in History, or related field?

(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If yes, did your Master’s Degree program include a minor field or emphasis in Archival Management?

(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No

3.
Do you have twelve months of full-time experience (40 hours per week) or equivalent part-time experience (e.g., 24 months at 20 hours per week) in the field of archives, records management, library work, or a related field?  

(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If you responded with a “yes” answer, please summarize the work performed within each area listed above:


     
4.
In which of the following areas of archival theory and practice have you had experience?  Please mark all that apply.

(a)
 FORMCHECKBOX 
 Arrangement


(b)
 FORMCHECKBOX 
 Description


(c)
 FORMCHECKBOX 
 Preservation

Please list dates of employment and summarize your experience for the areas marked above:


     
5.
Have you authored in its entirety, or a significant portion of the content of, an inventory and/or a specialized finding aid?  (Note: Applicants who have this experience are requested to submit a writing sample.)


(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If you responded with a “yes” answer, please summarize your experience producing inventories and/or specialized finding aids:


     
6.
Have you had at least twelve months of full-time experience (40 hours per week) or equivalent part-time experience (e.g., 24 months at 20 hours per week) using database software, such as Microsoft Access, to enter or import data from other sources, sort records by multiple fields, find records, run simple queries, and filter by selection?


(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If you responded with a “yes” answer, please summarize your experience using database software:


     
7.
Have you had at least twelve months of full-time experience (40 hours per week) or equivalent part-time experience (e.g., 24 months at 20 hours per week) using word processing software, such as Microsoft Word or WordPerfect, to create, format, edit, preview, print, and save documents?


(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If you responded with a “yes” answer, please summarize your experience using word processing software:


     
8.
Have you had at least twelve months of full-time experience (40 hours per week) or equivalent part-time experience (e.g., 24 months at 20 hours per week) using spreadsheet software such as Microsoft Excel, to create, modify, print, and format spreadsheets, find and replace data, and work with basic formulas and functions?


(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If you responded with a “yes” answer, please summarize your experience using spreadsheet software:


     
9.
Do you have experience operating complex technical equipment including video editing equipment, desk top and large scale scanning equipment, digital cameras, and/or audio/video recording equipment?


(a)
 FORMCHECKBOX 
 Yes


(b)
 FORMCHECKBOX 
 No


If you responded with a “yes” answer, please summarize your experience with the equipment listed above:


     
The Office of the Secretary of State is an equal opportunity employer (EOE).  Women, racial and ethic minorities, persons over 40 years of age, persons of disability, disabled and Vietnam era veterans are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 586-1170.
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