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MINNESOTA HISTORICAL SOCIETY




MANUSCRIPTS PROCESSING 

2008 INTERNSHIP

Title:



Processing Intern

Department:


Collections Management Department


Hours:


160 hours, to be arranged

Stipend:


$1,500

Application deadline:
Application process open until March 28





Applications received by February 15 will be considered first.

The Minnesota Historical Society seeks a processing intern to work in the Collections Management Department with our manuscript collections. 

The mission of the Minnesota Historical Society is to foster among people an awareness of Minnesota history so that they may draw strength and perspective from the past and find purpose for the future. The mission is carried out by providing opportunities for people of all ages to learn about the history of Minnesota by collecting and caring for materials that document human life in Minnesota, by making them known and accessible to people in Minnesota and beyond, and by encouraging and doing research in Minnesota history. 

The Collections Management Department organizes the Society's collection of books, periodicals, government records, manuscripts, maps, photographs, newspapers, films and videos, sound recordings, works of art, and newspapers, and creates finding aids such as catalogs and inventories that help our researchers locate and use materials in these collections.  The Society’s manuscript collection comprises letters, diaries, minutes, reports, and related material created by individuals, families, organizations, businesses, and institutions.  The 37,000 cubic feet of manuscripts held by the Society date from the 17th century to the present and range in collection size from a handful of letters to thousands of boxes of corporate records.

Project Summary:
Working as a member of a team, the Intern will process a large business collection containing advertising materials, financial records, employee records, product details, photographs, audio recordings, and moving images.  Processing activities will focus on appraisal, arrangement, and description and will include organizing, arranging, analyzing, culling, housing, inventorying, and describing the corporate records of a major Minnesota manufacturing corporation.

Primary Responsibilities:
· Verifying and analyzing collection contents.

· Organizing and arranging materials into logical series and sub-series.

· Appraising the collection and culling duplicates and unwanted materials.

· Housing the collection for long–term preservation and access.

· Writing descriptive metadata to detail collection organization, scope, and contents.
· Creating an EAD inventory.

Minimal Qualifications: 

· Junior, senior or graduate student.

· Interest in primary source documents.

· Experience with research techniques.

· Understanding of basic archival concepts and finding aids.

· Working knowledge of descriptive metadata and databases.

· Ability to work both independently and collaboratively.

Training and Orientation:
Training in the Society’s processing standards and procedures will be provided. The intern will join a team of experienced curators, catalogers, and processors. The Archival Processing Manager will provide overall supervision as well as an orientation to MHS manuscript holdings and collections management procedures. The Manuscripts Curator will provide direction and guidance for appraisal and weeding determinations. An Archival Collections Cataloger and a Processing Assistant will provide ongoing direction, training, and support.

Shared Value:

This position will make important and lasting contributions to the public discovery, access, and use of the Society’s manuscript collections.  The intern will receive an unparalleled opportunity for hands-on experience by processing a large business and industry collection in a major cultural heritage institution. 

Time commitment:

160 hours total, working hours to be arranged.

Location:

Minnesota History Center, 345 Kellogg Boulevard West, St. Paul, Minnesota.

Application Process:
Please call 651-259-3388 for an application, or, email Jean Moberg at jean.moberg@mnhs.org.

Applications should be returned  with a letter of interest and a resume to Monica Manny Ralston, Archival Processing Manager at the location given above. 
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