Hawaiian Mission Houses Historic Site and Archives
Job Description

Position: Archivist & Librarian

Reports to: Executive Director

Status: Full- or Part-Time w/ benefits
Summary:

This position is responsible for the management and care of the HMH’s research library and archival
collections, which are collectively known as the Hawaiian Mission Children’s Society Library (HMCSL).
It includes management responsibility of the HMCSL archival vault, collections within the reading
room, and library-related grant task execution, staff, and volunteers.

Duties and Responsibilities:

Library and archival collections responsibilities include:

Ensure the Museum’s collection policies and procedures are adhered to

Maintain collections according to appropriate professional standards (NPS, NARA, SAA, ALA,
ect.)

Oversee the preservation, care, and conservation of library and archival collections, including
completion of an initial vault inventory and initiating subsequent routine inventories and all
vault housekeeping

Maintain records for archival collections according to professional standards (e.g., SAA, NPS,
NARA, ACRL, etc.)

Supervise the archives vault and the research reading room

Facilitate access to the archival collections through the creation and publishing of Finding
Aids, including the conversion of existing legacy formats to DACS

Provide reference services for HMH staff members and researchers according to ALA’s
Professional Competencies for Reference and User Services Librarians

Advise the Collection Committee regarding all aspects of collection development

Supervise the process of digitization and expanding online access for archival collections
Participate in the planning and development of exhibitions and events with other staff,
according to professional standards such as NPS and AAM.

Within the scope of the Library and Archives, assist Development personnel with execution of
grants, grant budgets, and staffing for projects related to the collections

Tracks library usage and strategizes goals for the library department

Create quarterly library reports for Executive Director

Present training and programs as necessary

Assist various departments as necessary

Other related duties as assigned
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