
 

 
Thomas Crane Public Library 
40 Washington Street, Quincy MA 02169 
 
JOB POSTING 
7/2/2026 
 
 
Archivist 
Full-Time / 35 hours per week 
Professional Librarian II, Range 3 
Salary: $56,705- $68,992  annually (in six steps, plus evening and weekend differential) 
 
Duties: 

●​ Provides access to archival collections, library collections and assists patrons with archival 
material 

●​ Responds to public inquiries related to local history collections and research in a professional 
and timely manner  

●​ Assists with the acquisition, original cataloging, development, organization, maintenance and 
preservation of local  history collections, including (but not limited to) all books, papers, maps, 
photographs, art, artifacts, manuscripts, objects, digital materials,  machine-readable materials, 
or other documentary materials, regardless of physical form or characteristics 
 

Requirements: 
●​ Must have an M.L.S. from an ALA-accredited library school and a demonstrated  commitment 

to continuing professional education      
●​ Minimum two years of experience in archival collection processing and management  
●​ One year of experience providing direct public services  
 

Schedule: 
Full-time schedule of 35 hours per week, to include at least two evenings per week and every other 
Saturday.  
 
Full job requirements and description attached.  
 
 
 
To apply, please send a current cover letter and resume to jobs@tcplquincy.org by 5:00 p.m. 
on Friday, July 24, 2026.   
 
 
 

 



 

Thomas Crane Public Library  
Archivist 
   
General Statement of Duties  
The Archivist  assists in collecting, preserving, researching, programming, digitization, outreach, and 
public relations in the area of Quincy history, and all other related work as required. They provide 
timely public access to all Special Collections and Archives including materials, art, and objects owned 
by the Thomas Crane Public Library. Archivists engage in outreach and design and execute 
programming to support Special Collections, including mounting exhibitions, displaying collections, 
and providing reference, genealogical and related services.  Has excellent interpersonal, 
communication, and research skills; thorough knowledge of departmental operations and the exercise 
of judgment in assigning and completing tasks.  
 
Supervision Received  
Works under the supervision of the Archives and Special Collections Coordinator. 

 
Supervision Given  
Provides limited supervision to Archival Interns, and volunteers. Serves as Person in Charge as needed. 

   
Principal Duties  
Archives & Special Collections Services   

●​ Provides access to archival collections, library collections and assists patrons with archival 
material 

●​ Responds to public inquiries related to local history collections and research in a professional 
and timely manner  

●​ Engages with local history organizations and other city departments to improve and promote 
library collections and services   

●​ Assists with the acquisition, original cataloging, development, organization, maintenance and 
preservation of local  history collections, including (but not limited to) all books, papers, maps, 
photographs, art, artifacts, manuscripts, objects, digital materials,  machine-readable materials, 
or other documentary materials, regardless of physical form or characteristics 

●​ Actively promotes understanding and use of Special Collections through outreach to the 
community, educational institutions, and professional organizations, using interpretive 
measures; hosting visits to Special Collections; arranging speakers, writers and historians to 
support public appreciation of Quincy history, developing finding aids, digitizing collections 
for better discoverability, and mounting physical and digital displays 

●​ Makes recommendations to the Archives and Special Collections Coordinator about possible 
gifts or purchases to grow the Archives and Special Collections 

●​ Recommends de-accession and sale as needed.  Occasionally, transfer of materials to another 
institution may be necessary 

●​ Assists with appraisals of materials, art, and artifacts as needed 
●​ Assists with the preparation of finding aids such as indexes, guides and bibliographies, and the  

development and implementation of digital collections and both physical and online exhibits  

 



 

in order to provide public access to collections   
●​ Develops and delivers local and family history programs for all ages, both in the library and in  

the community   
●​ Assists with marketing and public relations activities and initiatives related to local history  

collections, including public speaking to community groups   
●​ Works to ensure that institutional diversity, equity and inclusion goals are met through active 

acquisition, display, and promotion of materials and programs that reflect the Quincy 
community 

Supervising and Leadership Support  
●​ May supervise the work of Archival Interns, and volunteers. 
●​ Engages in effective teamwork to achieve library-wide goals through positive collaboration  

with others   
●​ Understands, interprets and applies library policies and procedures, particularly those related  

to preservation and security of the local history collections  
●​ Assumes a leadership role to address emergency situations, as required   

Training & Staff Development  
●​ Participates regularly in training needs regarding Archives and Special Collections;  may assist 

in preparation of  documentation and training tools, and may deliver staff training sessions  
●​ Maintains an area of expertise and keeps current with innovations in archival procedures, 

management and preservation, and in digital asset  management systems   
●​ Participates in library teams, committees and trainings in support of library strategic initiatives   
●​ Attends professional meetings and workshops and participates in appropriate professional  

organizations and committees   
●​ Preserves archival and special collections materials. Makes repairs when necessary  

Other Duties  
●​ Provides information services to the public, including reference and reader’s/media advisory,  

on an as-needed basis, in person at public service desks, by phone and online, while ensuring  
that each library user receives the highest possible standard of timely customer service   

●​ Assists the public with routine history and genealogy inquiries, assists on-site researchers by 
explaining library and archival policies, conducting reference interviews, identifying and 
selecting research materials and monitoring researchers 

●​ Responds to inquiries from other library departments about Archives and Special Collections. 
●​ Assists with collection management projects such as purchasing, weeding, shifting, 

inventorying and  discarding materials.   
●​ Performs basic circulation services and assists the public with technology, as needed.  
●​ Performs related duties as assigned  
 

Qualifications:   
Education  

●​ Must have an M.L.S. from an ALA-accredited library school and a demonstrated  commitment 

 



 

to continuing professional education      

Local History Services   
●​ Minimum two years of experience in archival collection processing and management  
●​ Knowledge of archival and local history cataloging, preservation and organization   
●​ Must have knowledge of general and specialized research tools and techniques, particularly  in 

the area of local history   
●​ Must be able to answer, or provide appropriate referrals in response to, local history inquiries 

in a timely manner 
●​ Must have a demonstrated interest in local history and archival collections     
 

Technology  
●​ Must have demonstrated competency with automated cataloging systems, and the ability to 

master new systems and system upgrades; experience with Evergreen/Aspen Omeka, 
ArchivesSpace or similar collections management systems an asset   

●​ Must have current working knowledge of common office computing technology, and be expert 
in the use of online searching methods and information resources   

●​ Must be familiar with commonplace social media platforms   
●​ Familiarity with oral history management and techniques 

Customer Service  
●​ One year of experience providing direct public services required, such as circulation,  

reader’s/media advisory and/or reference/information services, or other comparable   
●​ Must possess a positive customer service attitude, professional demeanor, and the ability to  be 

friendly, courteous and tactful with the public   
    
Communication and Interpersonal Skills  

●​ Must be able to communicate clearly, diplomatically, and in a friendly and positive manner 
with staff and library users from diverse ethnic, socioeconomic and cultural backgrounds,  and 
listen to, understand and interpret the concerns of others   

●​ Must be able to establish and maintain effective working relationships with all levels of  library 
staff and work collaboratively in a team environment to find solutions to problems   

●​ Formal writing skills are highly desired, and reading knowledge of another world language an 
asset   

●​ Must be able to communicate effectively in English, both orally and in writing, and be easily  
understood on voice telephone   

●​ Ability to converse in one or more non-English languages an asset   
   

Other Required Skills and Abilities  
●​ Knowledge of processing techniques including familiarity with DACS, MARC,EAD for 

finding aid creation, archival theory, archival best practices, archival databases 
●​ Ability and willingness to generate discovery using relevant tools 
●​ Must be able to handle multiple competing priorities and tasks, adapt to change, and meet  

 



 

deadlines in a fast-paced and rapidly changing environment   
●​ Must be able to fulfill patron inquiries in a timely manner 
●​ Must be able to work independently with little direct supervision, and to exercise initiative and 

good judgment in the performance of duties   
●​ Must be able to accurately carry out complex procedures and pay close attention to detail     
 

Accountability 
●​ Errors could result in lower standards of library service, loss or damage to historical materials of 

significant historical and financial value, misuse of public funds and adverse public relations, 
which could put at risk future donations to the collection 

●​ Adheres to SAA Core Values Statement and Code of Ethics 
●​ Adheres to ALA Code of Ethics 

 
Physical Demands and Work Environment  
Physical Demands:   

●​ While performing the duties of this job, the employee is frequently required to:  
○​ Sit or stand for extended periods of time, to bend, stoop, and walk, and to talk and hear  
○​ Use hands to finger, handle, or feel objects, tools, or controls; and to reach with hands 

and  arms   
○​ Lift and carry books and other library materials up to 50 pounds, push loaded book 

trucks up  to 150 pounds, and operate a variety of machinery and equipment, 
including office  equipment such as computers, scanners, copiers, facsimile machines, 
CD/DVD players and  related equipment.   

○​ Vision requirements include close vision, distance vision, depth perception and the 
ability to  adjust focus   

   
Work Environment:   
While performing the duties of this job, the employee will encounter hectic or demanding  situations, 
including behavioral issues and frequent interruptions, with maximum flexibility  required. The job 
involves assignment at a variety of library service points and some exposure to  dust and other common 
allergens. Employees must be willing and able to travel between branch locations and to attend 
meetings and events outside the library.   

  
 

June 2026 
 

 


