Collections Management Internship 
The City of Fairfax Office of Historic Resources seeks applications for a Collections Management Assistant.  

Major Duties:  

Collections Management Assistant will work under the supervision of the Curator.  Major duties include:  

· processing the City of Fairfax Historic Collections, including accessioning, cataloguing, and deaccessioning of objects.
· maintaining the collecting management database using PastPerfect Collections Management Software Program.
· creating and maintaining digital files of artifacts, photographs, and manuscripts.
· assisting the Curator with packing and transporting objects to and from off-site storage locations and exhibitions at Fairfax Museum and Visitor Center, Ratcliffe-Allison House, and Historic Blenheim.

· processing incoming and outgoing loans and new donations. 
· conducting and preparing a collections inventory at the end of the internship. 
· assisting the Curator and other Historic Resources Staff with other duties, such as environmental monitoring, cleaning of galleries and storage locations, research, special events, and visitor services.

Qualifications:  
Candidate must have knowledge of collections management standards, methods for museum registration (including description of objects), and object care.  A bachelor’s or master’s degree in history, museum studies or closely related field is strongly preferred. Experience using PastPerfect Collections Software 4.0 is required. 
Salary and Benefits: 

Collections Management Assistant is a part-time paid internship position funded by Historic Fairfax City, Inc. for a total of 300 hours at $14.00. There are no benefits. 
Primary Work Location:  Fairfax Museum and Visitor Center, 10209 Main Street, Fairfax, VA  22030. Other work sites will include Ratcliffe-Allison House, Historic Blenheim, and off-site storage locations. 
Application Information:   To apply, send a resume and cover letter to:  

Susan Inskeep Gray

Curator/Visitor Services Manager

City of Fairfax/Office of Historic Resources

Fairfax Museum and Visitor Center

10209 Main Street

Fairfax, VA   22030

Deadline:  Application must be received by July 29, 2011

Fairfax, VA   22030

Deadline:                            2011. 
