
JOB DESCRIPTION: TEMPORARY PROJECT ARCHIVIST

The GLBT Historical Society collects, preserves, exhibits and makes accessible to the public
materials and knowledge to support and promote understanding of LGBTQ history, culture and
arts in all their diversity. Founded in 1985, the society is recognized internationally as a leader in
the field of LGBTQ public history. The GLBT Historical Society is a registered 501(c)3
educational nonprofit organization.

POSITION DESCRIPTION
The Temporary Project Archivist supports Archives and Special Collections programs and
operations, contributing towards the goals and objectives outlined in the GLBT Historical Society
Strategic Plan. Reporting to the Acting Director (AD) of the Dr. John P. De Cecco Archives and
Special Collections, the Temporary Project Archivist helps administer archival reproduction and
permission requests; answers reference questions and oversees the reading room; helps with
collection processing and cataloging; and assists the AD in other assigned duties. The
Temporary Project Archivist ensures that all archival programs strive for inclusion and diverse
representation of LGBTQ history. This is an on-site (no remote work), temporary, 15-hour per
week position (2 days a week), projected for the period of August 15, 2022-January 22, 2023.

JOB RESPONSIBILITIES

Reference
● Respond via email and phone to researcher reference queries.
● Administer archival licensing and reproduction requests, including digitizing requested

items and working with digitization vendors.
● Oversee researchers in the reading room and assist with scheduling appointments.
● Collate reference statistics and perform other administrative duties as assigned.

Collection Processing
● Assist with collection processing, cataloging, and some digitization work.

Assistant to the Acting Director
● Assist the AD with administrative duties and other duties as assigned.

REQUIRED QUALIFICATIONS

● Graduate-level coursework or Master’s degree in Library and Information Science from
an ALA accredited program or related field.

● Minimum 1 year working in an archives and special collections environment.
● Experience managing archival reference and permission requests.
● Knowledge of archival standards and best practices as they relate to collection

processing and digitization.
● Excellent oral and written communication skills, organizational skills, and time

management skills.



● Commitment to diversity and inclusion with experience working with diverse populations,
and an interest in LGBTQ history.

PHYSICAL REQUIREMENTS
● Ability to communicate via phone, text, zoom, email and project software
● Ability to work at a computer for extended periods of time
● Ability to lift and carry 25 pounds

COVID-19: We have taken enhanced health and safety measures—for you, our other guests,
and our staff. All visitors, volunteers, and staff must follow and ensure the operation of all posted
instructions while in the archives. An inherent risk of exposure to COVID-19 exists in any public
place where people are present. All GLBT Historical Society employees are required to be
vaccinated against COVID-19 and N95 masks are provided. Final shot must occur 15 days or
more before the start date. Here is the link to our full policy:
https://www.glbthistory.org/covid-19-information

The GLBT Historical Society values a passion for LGBTQ history and culture, humor, kindness
and respect in interpersonal relationships, working hard and effectively, and a commitment to
success.

POSITION DETAILS
This position is an on-site position with no option for remote work, located at the 989 Market
Street location in San Francisco, California. This is a non-exempt position, compensation is
$25/hour for 15 hours per week with limited benefits as provided in the Historical Society’s
Employee Handbook.

TO APPLY
Please submit a resume and a cover letter describing your interest in and qualifications for the
position to jobs@glbthistory.org. Subject line: Temporary Project Archivist Application 2022.
No calls please. Position open until filled. Preference will be given to applicants who are able to
start on or before August 15, 2022. Thank you for your interest.

The GLBT Historical Society affirmatively values diversity and seeks to hire staff that
reflects the diversity of our communities. We are an equal opportunity employer. The
Society is committed to providing a work environment free of harassment,
discrimination, retaliation, and disrespectful or other unprofessional conduct based on
sex, sex stereotype, race, color, creed, gender, gender identity, gender expression,
religion, marital status, registered domestic partner status, age, national origin, ancestry,
physical or mental disability, medical condition, genetic information, sexual orientation,
weight, height, military or veteran status, or any other characteristic or status protected
by federal, state, or local law. This policy applies to all employment practices including
hiring, benefits, promotions, training, disciplinary action, and termination.


