Special Libraries Division:
Digital Preservation Graduate Research Assistant

Number of positions available: 1

About the Program

The UNT Libraries offer full-time graduate students professional experience through their Graduate Services
Assistantships and Research Assistantships (https://www.library.unt.edu/jobs/gla-gra). These positions provide tuition
benefit program hours and are benefits eligible during the fall/spring semester, but summer positions are paid hourly
with limited benefits eligibility. For grant-funded assistantships, benefits vary according to the grant. See full details
here. (https://www.library.unt.edu/jobs/gla-gra)

Department Overview

Special Collections operates as a department within the Special Libraries Division. The department actively collects and
preserves rare and unique materials including rare books, oral histories, university archives, historical manuscripts,
maps, microfilms, photographs, art, and artifacts. Special Collections are publicly accessible to students, faculty, staff,
and the general public. Learn more about the history of the UNT Libraries Special Collections.

Digitization and management of physical materials and processing digital archival objects for open access is an ongoing
initiative within the department. We are passionate about digitization, digital preservation, and open access to
collections.

To enhance discovery and ensure long-term access to archival collections we:

e Digitize analog formats

e Accession, appraise, process, and ingest born-digital content

e Ensure compliance with national and international digital library standards

e Follow UNT Digital Libraries guidelines for ingest into the digital preservation infrastructure
e Publish digital collections to The Portal to Texas History and UNT Digital Library

Position Description

In this position, the graduate student is expected to split their time between two primary responsibilities. The first will
be to work with staff to primarily digitize audio visual formats in our in-house AV workstation. This includes audio
cassettes, DV tapes, open reel tapes, VHS tapes, and S-VHS. Second, this position involves processing digitized and born-
digital content.

Position Responsibilities
e Assist the Digital Archivist with ongoing tasks for the department.
e Use and update Trello cards to track progress on multiple projects.
e Process and prepare digital files for ingest
e stinto the digital repository infrastructure.
e Create metadata for digital collections.
e Proofread, compare, and correct metadata records to ensure that they are consistent and conform to UNT
metadata guidelines
e Link digital archival objects to ArchivesSpace Finding Aids.

o  Fulfill digitization requests for patrons with the assistance of the Digital Archivist


https://www.library.unt.edu/jobs/gla-gra
http://www.library.unt.edu/j
https://www.library.unt.edu/jobs/gla-gra
https://library.unt.edu/special-collections/archives-manuscripts/
https://texashistory.unt.edu/
https://digital.library.unt.edu/
https://library.unt.edu/digital-projects-unit/metadata/
https://library.unt.edu/digital-projects-unit/metadata/

Hours and Location
Hours: 20 hours per week

This position is part-time at 20 hours per week. A student can set their own schedule, but are expected to
work between Monday-Friday 8 am — 6 pm. Special Collections is located in Willis Library.

Duration

2-year appointment.

Minimum Qualifications

You must be a full-time graduate student. You should also possess these qualifications:
Major in Library Science or Library and Information Science

Demonstrate comfort with technology

Interest in audiovisual preservation

Interest in research for metadata creation

Interest in local history and Texas history

Excellent writing skills—including the ability to analyze content, compose concise descriptions, and
proofread

Excellent interpersonal skills

Ability to perform repetitive tasks and produce high quality output

Ability to follow written and oral instructions

Ability to work independently much of the time

Strong organizational skills

Familiarity with Windows OS and macOS

Preferred Qualifications
e Experience or coursework in metadata, archives, digital preservation, appraisal, information
organization, and/or computer science
Strong data entry skills
Familiarity with ArchivesSpace
Ability and/or willingness to utilize the command line to automate workflows
Willingness to learn new technologies and software
Ability to read and/or write in additional language(s)
Ability to learn from and amend errors
Willingness to work independently with the guidance of a supervisor

Pay Rate

The pay rate will depend on the student’s progression in their graduate program.

Contact for More Information
Bree’ya N. Brown

Digital Archivist — Special Collections
bree’ya.brown@unt.edu

Application Process for Graduate Assistantships
To participate in the Libraries' graduate assistant program, you must be a full-time graduate student.

Requirements
First, apply to the Libraries' graduate assistant program by providing the following documents.



e Your resume

e Unofficial UNT Transcript

o Alist of three professional references, which includes contact name, phone number, and email
address

e Cover letter

Applications and all supporting documents should be submitted to Lib_Grad@unt.edu.



https://public.tableau.com/profile/mbettersworth%23!/vizhome/WhatDegreesPay/WhatDegreesPay
https://my.unt.edu/
mailto:Lib_Grad@unt.edu
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