City of South San Francisco
Human Resources Department

L ocal History Specialist
Class Description

Definition

Under generd supervison, the Locd History Specidist performs a variety of professond duties
in the acquigtion, classfication, mantenance, and access to maerids in the Library’s Loca
Higtory Collection; and performs related duties as assigned.

Distinguishing Char acteristics
This is a professond classification in a specidized area of library sarvices. Employees in this
classification may direct the work of other part-time and volunteer personndl.

Typical and Important Duties

1. Provides for collection development; locates and acquires materias including photographs,
books, locad documents and newspapers that pertain to the history and present development
of the City.

2. Archives maerids brought to the collection; classfies and catdogs materids, prepares
reports and maintains records.

3. Researches various sources for background information regarding City higtory, businesses,
departments, and devel opments; answers reference questions.

4. Organizes and maintains al materids in accordance with proper achiva presarvation
methods, provides for the accesshility of locd history materids to the public, plans and
implements technologica changesin providing access to the collection.

5. Paforms outreech to the community, community organizations, businesses and schools,
makes presentations to groups.

6. Preparesexhibits, displays and publicity for such on aregular basis.

7. May direct the work of part-time employees and volunteers, provides for training of
immediate and other Library aff.

8. May monitor or assst in monitoring program budget, administers grant programs.

9. Peformsrelated duties and respongibilities as assigned.

Job-related Qualifications
Knowledge of:
- Principles and practices of professond archivd work, including those reaing to acquistion,
access, classfication, and preservation.
Applicable computerized systems; library services, and materials.
Badic library services, practices and terminology.
Office methods, practices, and procedures.
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Ability to:

- Effectivdly peform professond and technicad archivd tasks and address changes in
technology that affect collection storage and access.
Acquire a thorough knowledge of the Loca Higtory collection and of the Library’s policies,
programs and regulations.
Promote participation in the program.
Provide reference information.
Operate applicable computerized systems.
Communicate effectively in writing and verbaly.
Effectively direct and tran assgned daff;, and mantan effective rdationships with those
contacted in the course of work.
Communicate effectively in writing, ordly, and with others to assmilate, undersand, and
convey information, in a manner congstent with job functions.
Represent the City, the department, or the organizationd unit effectively in contacts with
representatives of other agencies, City departments, and the public.
Egablish and maintain cooperative relaionships with those contacted in the course of the
work.
Take a proactive gpproach to customer service issues.
Make process improvement changes to streamline procedures.
Work in a safe manner, following City safety practices and procedures.

- Maintain confidentidity regarding sengtive informeation.

ill in:

- Operating and usng computers and technical equipment as they rdae to libraries and
archiva collections.
Entering and retrieving data from a computer with sufficient speed and accuracy to perform
assigned work.
Word processing at an acceptable level of speed and accuracy to perform the assigned work,
which is gpproximately 30 wpm.

Experienceand Training

Any combination of experience and training that would provide the required knowledge, Kills,
and abilities would be qudifying. A typicd way to obtan the knowledge, skills and abilities
would be;

Experience. Three years of progressvedy more responsble experience in a libray or
museumvarchiva pogtion.

Training: A bachelor's degree from an accredited college or university mgor coursework in art
higory, English literature, museum gudies, or a rdaed fidd;, and a maeder’s degree in library
science from an American Library Association accredited school, certification in archivad studies
or amaster’sdegree in arelated field.
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Licensesand Certificates

All licenses and certificates must be maintained as a condition of employment.
Possesson of, or ability to obtain, a valid, appropriate Cdifornia driver’s license and a
satisfactory driving record.

Special Requirements

Essentia duties require the following physica skills and work environment:

Physical Skills: Able to use standard office equipment, including a computer; st, stand, walk,
kned, crouch, stoop, squat, twist, and maintain sustained posture in a seated or standing position
for prolonged periods of time vison to read printed materids and a computer screen; hearing
and speech to communicate in person and over the teephone; lift and carry 35 pound boxes,
files, and materids.

Work Environment: Mohility to work in atypicd library setting.

Ability to: Travd to different Stes and locations, locations, drive safely to different Stes and
locations, maintain a safe driving record; maintain a nest and clean gppearance; work irregular
hours, including weekends and evenings.
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