City of Portland

Job Code: 30000544
CLASS SPECIFICATION
Assistant Archivist

FLSA Status:
Union Representation:

Exempt
Nonrepresented

GENERAL PURPOSE

Under general supervision, performs and acts as lead for record center activities; receives City records,
assists in establishing and maintaining records database systems and shelf list indexes, organizes storage
and deaccessioning activities, conducts research activities; and performs related duties as assigned.
DISTINGUISHING CHARACTERISTICS

Assistant Archivist is distinguished from Archivist and Records Center Supervisor by having lead
responsibility within the records retention program and facility operation. In the Archivist’s absence the
assistant may act as facility supervisor
ESSENTIAL DUTIES AND RESPONSIBILITIES

Any one position in this class may not perform all the duties listed below, nor do the listed examples of
duties include all similar and related duties that may be assigned to this class.
1.

Leads/supervises projects and trains Archives and Records Center staff as directed.

2.

Assists in establishing and maintaining indexes for all Records Center information.

3.

Leads the retrieval process, assigns tasks, recommends policies and participates when necessary.

4.

Participates in the records destruction process, in compliance with the City’s Records Retention
Schedule; assists with notification of bureau records retention coordinators of records due for
destruction; assists with verification of records consigned for destruction.

5.

Performs reference services for bureaus and the public that involve records searches, utilization of
the Archives and Records databases, and preparation of reports on the results of searches.

6.

Utilizes the electronic Records Center database; incorporates new data; assists with reviews of the
data retrievability system; purges the system in order to maintain the availability of disk storage
space.

7.

Assists in the preparation of historical holdings exhibits.

8.

Creates and compiles reports regarding archives and records center activities; assists Archivist with
activities necessary for grant-writing activities.

9.

Appraises, arranges, catalogs and indexes historical records; leads/supervises processing projects by
preparing and assigning projects and teaching staff how to process local government collections.

10.

Assists with web page content.
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MINIMUM QUALIFICATIONS
Knowledge of:

1. Records management practices and procedures, archival processes, maintenance of official
records and original documents, and relevant laws and regulations, including public access.
2. Numerical and alphabetical filing systems and their organization and maintenance.
3. Research techniques, methods, and procedures.
4. Appraisal and preservation techniques according to archival standards.
5. Information technology and computer capabilities applicable to functional responsibilities.
Ability to:

1. Communicate effectively orally and in writing.
2. Perform mathematical and statistical calculations and analyses sufficient to track and report
activities.
3. Type and perform necessary data entry within complex database systems.
4. Learn and apply a variety of computer software programs.
5.

Establish and maintain good working relationships with other employees, representatives of other
agencies, public officials, and the public.

6.

Process historical records.

7.

Determine appropriate arrangement for record collection to assure efficient access and files
integrity.

8.

Lift, pull, push and carry boxes that weigh up to 45 pounds.

9.

Climb eight-foot ladders while carrying boxes that may weight up to 45 pounds.

10. Pass all phases of the physical capacities test.
Training and Experience:

A typical way of obtaining the knowledge, skills and abilities outlined above is graduation from a
recognized college or university with a master’s degree in history, library or information science, or
archives management, or a closely related field; or an equivalent combination of training and
experience. Experience in a public agency is preferred.
Licenses; Certificates; Special Requirements:

Certification by the Academy of Certified Archivists is desired but not required.
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PHYSICAL AND MENTAL DEMANDS

Persons with disabilities may be able to perform the essential duties of this class with reasonable
accommodation. Reasonable accommodation will be evaluated on an individual basis and depends, in
part, on the specific requirements for the job, the limitations related to disability and the ability of the
hiring bureau to accommodate the limitation.

Class History:
Adopted:
07-01-02
Class created as a result of Nonrepresented Classification & Compensation Study, 2000-2002.
This class is composed of the following classes:
0964 PROGRAM SPECIALIST
Adopted:
07-01-92
June 2009 - Change Job Class number from 7306 to 30000544, due to system change.
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