
 JOB SPECIFICS  

Title: Digital Preservation Intern 

Reports To: Head of Adult Services 

Schedule: 10-15 hours per week  

This is a temporary grant funded part-time position. 
It is expected to last approximately 3-4 months. 

Department: Adult Reference 

Salary: $15.00 (grant funded) 

 
Qualified interested candidates must submit a current resume and cover letter to: 
shillingd2@sewickleylibrary.org 

 
 POSITION BACKGROUND  

 
The Sewickley Public Library is accepting applications for a part-time Digital Preservation Intern. 
This individual will be responsible for processing digital objects for preservation. The position includes: 
organizing an archival collection, scanning materials of all types, collating and organizing a digital collection 
of scanned archival materials, and preparing fragile materials in archival boxes and folders. 

 JOB SUMMARY  

• Prepare records for digitization and physically scan records 

• Facilitate digital record collections by keeping metadata records 

• Prepare fragile materials in archival boxes and folders 

• Other duties as assigned 

 MINIMUM QUALIFICATIONS  

Educational Requirements 
• High School Diploma or GED required. 
• Some college, preferred. 

Experience 
• Prior archival and digitization experience, preferred 

Clearances 
• Federal Bureau of Investigation Criminal Background Check 

• Pennsylvania Child Abuse Clearance 

• Pennsylvania Criminal Record Check 

KNOWLEDGE, SKILLS & ABILITIES  
• Ability to use a desktop computer, laptop computer, computer printer, computer scanner, 

PC projector, digital imaging hardware, and photocopier 

• Tech savvy with the Internet, Microsoft Office Suite, and Adobe Photoshop 

• Demonstrate excellent organizational skills and attention to detail 

WORKING CONDITIONS  

Frequent standing, sitting, bending, talking, hearing, speaking and mental concentration necessary; use of 
hands to finger, handle, feel or operate objects, tools, or controls and reach with hands and arms; specific 
vision requirements include close vision, color vision and the ability to adjust focus. Must be able to 
communicate and be understood clearly. May be required to lift or move files, books or supplies of up to 
50 pounds. This is a physically active position. 

mailto:shillingd2@sewickleylibrary.org

