COMMONWEALTH OF KENTUCKY

CLASS SPECIFICATION

	CLASS TITLE:  ARCHIVIST II

	TITLE CODE:  5052
	GROUP:  LIBRARIES

	SELECTION METHOD:  100% QUAL       REV. 02-05
NO. OF TEST QUESTIONS:  
SELECTION ID:  5589                                EXAM NO.  
	SALARY:  (MIN-MID)  $2206.92 - $2923.38
GRADE:  11  

SPECIAL ENTRANCE RATE:  No 

	POSITIONS IN THIS CLASS GENERALLY REPORT TO:  ARCHIVIST III

	PRIMARY USER AGENCY:  DEPARTMENT FOR LIBRARIES AND ARCHIVES

	

	CHARACTERISTICS OF THE CLASS:  CHARACTERISTICS OF A CLASS ARE GENERAL STATEMENTS INDICATING THE LEVEL OF RESPONSIBILITY AND DISCRETION OF POSITIONS IN THAT JOB CLASSIFICATION.

	Performs professional work in maintaining, editing, researching and describing permanent records and archival material; and performs other duties as required.



	MINIMUM REQUIREMENTS:  MINIMUM REQUIREMENTS ARE COMPREHENSIVE STATEMENTS OF THE MINIMUM BACKGROUND AS TO EDUCATION, EXPERIENCE, AND OTHER QUALIFICATIONS WHICH WILL BE REQUIRED IN ALL CASES AS EVIDENCE OF AN APPOINTEE'S ABILITY TO PERFORM THE WORK PROPERLY.

	EDUCATION:  Graduate of a college or university with a bachelor's degree in history, library science, economics, social science or a related field. 

	

	EXPERIENCE:  Must have one year of professional archival experience in one or more of the following areas: appraisal, accessioning, description and/or arrangement of documents.

	

	SUBSTITUTION CLAUSE:   

	

	EDUCATION:   None

	

	EXPERIENCE:  Professional archival experience in one of the above areas will substitute for the education on a year‑ for‑year basis.

	

	SPECIAL REQUIREMENTS:  (AGE, LICENSURE, REGULATION, ETC.) 

	None


	EXAMPLES OF DUTIES OR RESPONSIBILITIES OF THE CLASSIFICATION:  EXAMPLES OF DUTIES OR RESPONSIBILITIES ARE NOT TO BE CONSTRUED AS DESCRIBING WHAT THE DUTIES OR RESPONSIBILITIES OF ANY POSITION SHALL BE AND ARE NOT TO BE CONSTRUED AS LIMITING THE APPOINTING AUTHORITY'S ABILITY TO ADD TO, OR OTHERWISE ALTER THE DUTIES AND RESPONSIBILITIES OF A POSITION.  THE USE OF AN INDIVIDUAL EXPRESSION OR ILLUSTRATION AS TO DUTIES OR RESPONSIBILITIES SHALL NOT BE REGARDED AS EXCLUDING ASSIGNMENT OF OTHERS NOT MENTIONED WHICH ARE OF SIMILAR KIND OR QUALITY.


Develops procedures to facilitate the storage and retrieval of archival records and materials.  Participates in planning and organizing various work projects such as preparing pamphlets and periodicals, taking inventory and indexing. Explains the resources of the archives to patrons and suggests approaches to the use of archival records.  Accessions, appraises, arranges and describes historical public records to protect, preserve and make available those records for research.  Appraises records to be microfilmed and prepares identification targets for each record series being filmed. Disseminates technical information to local officials and directly assists them in appraisal and disposition of non‑current permanent records.  Carries out special archival projects such as the compiling of the governor's papers, formulation of annual statistical reports and researching of detailed historical reports.

	TYPICAL WORKING CONDITIONS AND UNIQUE PHYSICAL REQUIREMENTS:  INCUMBENTS IN THIS CLASSIFICATION WILL TYPICALLY PERFORM THEIR PRIMARY JOB DUTIES UNDER THESE CONDITIONS, HOWEVER, THESE CONDITIONS MAY CHANGE ON OCCASION IN PERFORMING THE DUTIES OF AN INDIVIDUAL POSITION.


Work is typically performed in a library setting.  Work occasionally involves lifting heavy boxes and books (up to fifty pounds).  Handles records which have dust, mold and potentially unhealthy materials on them.

	ADDITIONAL REQUIREMENTS:  


Applicants and employees in this classification may be required to submit to a drug screening test and background check.  

	DATE CLASS ESTABLISHED:  06/16/1982
	DATE OF LAST REVISION:  02/24/2006

	THE COMMONWEALTH OF KENTUCKY DOES NOT DISCRIMINATE ON THE BASIS OF RACE, COLOR, RELIGION, NATIONAL ORIGIN, SEX, AGE, DISABILITY, SEXUAL ORIENTATION, GENDER IDENTITY, ANCESTRY OR VETERAN STATUS.  REASONABLE ACCOMMODATIONS ARE PROVIDED UPON REQUEST.


