
Position Description 

Library Assistant for Jewish Community Center Collection 

Bangor Public Library 

Statement of the Position:  The Bangor Public Library serves the city of Bangor 

and libraries and library-users statewide. Among many other purposes, the 

Library is a destination for individuals researching the history of Maine. 

The Library seeks a dedicated, enthusiastic, detail-oriented individual to work 

as a part-time, temporary library assistant, aiding the Local History 

department in the description of the Jewish Community Center collection. The 

successful applicant will use standardized terminology to create an accurate 

finding aid and folder list for an important local history resource. 

This collection, the gift of Mr. Norman Minsky, comprises more than 30 boxes 

of materials that have been sorted into archival boxes and acid-free folders and 

sleeves. The materials include photographs, newsletters, record books, 

catalogs, correspondence, and assorted documents. 

This part-time, temporary position was made possible by a generous gift from 

the Jewish Community Endowment Associates. 

Essential Functions: 

• Review sorted materials and complete a word-processed list of all folders 

• Perform related duties, as assigned 

Secondary Functions: 

Once the work of describing the collection has been completed, the Library may 

use the remainder of the grant funds to pay for the person in this role to 

photograph or scan some materials from the JCC collection, either for 

improved access for off-site researchers or to keep a visual record of fragile 

materials 

Schedule, Supervision, and Compensation: 

This part-time position will have a negotiable schedule.  The Library anticipates 

an average work-week of 15 hours. This temporary, grant-funded position will 

terminate when the project is complete or when grant funds are depleted, 

probably four to five months after the position begins. 

This position is supervised by the Local History Librarian. The person in this 

position will work closely with the library assistant in the Local History 

department, who is the processor of this collection. 



This position will be paid at the rank of Library Assistant II, which is $13.29 

per hour. 

Required Qualifications: 

• Experience with record-keeping or filing  

• Skilled user of Microsoft Word 

• High school diploma or equivalent 

Preferred Qualifications: 

• Relevant bachelor’s degree 

• Prior paid or volunteer experience with archival work, library cataloging, 

or archival research 


