
Jacksonville University
Job Description 
	Digital Services Intern (unpaid)


Position Title:


	Library – JU Archives


Department:

	Digital Services Librarian


Position Reports To:

	


Supervises: 

Position Status: 
Please mark:

exempt
X
 non-exempt
Job Function:
 
· Assist in creation of digitized content from material in JU Library Special Collections. Create material for presentation on Library website using digital camera, flatbed scanner and photo editing software. 

Description of Essential Job Functions: 
· Scan, photograph and save electronic files in an organized method.
· Assign and create metadata to electronic records

· Index material as needed.

· Performs other duties as needed.


Special Skills: 
· MS office products, general computer skills, organizational skills
· Experience with scanning, digital photography and related software (Adobe Lightroom, VueScan) preferred but not required. 




Work Conditions: 
· 10-12.5 hours per week depending on requirements from intern’s school
· Primarily indoor office environment

· Standard office hours with the flexibility of staying late or arriving early when needed


Physical Requirements: 
· Must be able to lift and carry documents and supplies weighing up to 40 lbs.
· Must be able to bend, stoop, and reach.

· Must be able to use a computer keyboard and other office machines.

· Must be able to operate a standard digital camera.

· Must have vision to read print on paper and on screen.

· Must have hearing to communicate in person or on the phone.


Prerequisites Required for Position:

1. Minimum Education Requirement: Currently enrolled as Library and/or Information Science graduate student.
2. Minimum Work Experience:  Demonstrated excellent written and oral communication skills as well as a positive disposition and willingness to learn. 

3. Preferred Qualifications: Previous library and/or digitization experience.
This is not an exhaustive list of all responsibilities, duties and skills required for this position. The University reserves the right to amend and change responsibilities to meet organizational needs.  

I acknowledge receipt and understanding of this job description.  I verify that I am capable of and willing to fulfill all essential functions of this position.  I am willing to be flexible and willing to do various jobs that are not listed, as the need arises. 

Signature of Employee 
  Date 

Signature of Administrator 
  Date 


