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Nat ure of Work: Under administrative direction, adm nisters
the prograns and services of the Archives and Hi story section of
the Division of Culture and Hi story. The Director of Archives
and History is responsible for the collection and preservation of
historic materials and official state records and for the publi-
cation of the state historic journal, West Virginia Hstory. The
enpl oyee directs the Culture and Hi story Library which provides
reference services for the general public and State Governnent.
Performs related work as required.

Exanpl es of Work

Directs the operation of the Archives and Hi story Section.
Devel ops Archives and Hi story policies, guidelines, budget
and contracts.

Directs the collection and preservation of historic docunents
and artifacts.

Supervi ses Archives staff in appraising, acquiring, cataloging
and preserving historical collections which include phot o-
graphs, manuscripts, maps and records.

Oversees Culture and History Library staff in acquiring,
cat al ogi ng and preserving published materials and in their
reference service to the public.

Manages the publication of West Virginia H story. O ganizes
and oversees the editorial work and the editorial advisory
board. Solicits articles and book reviews to be printed in
West Virginia H story. Prepares and assists in the
preparation of book notes, book reviews, special features,
index and illustrations. Over-sees printing, marketing and
pronotion of the journal.

ldentifies historical materials to be acquired for the State
Archives. Wrks with donors and potential donors to build
museum col | ecti ons.

Oversees and assists in historical research of collections for
museum exhi bits. Assists with historical site interpre-
tation.

Provi des techni cal assistance and professional expertise to
hi storical, geneal ogical and archives preservation groups.
Serves as an advi sor through conducting workshops and as a
program presenter.

Appr ai ses state records and revi ews agency records and
retention schedules to identify those docunents having
permanent historical, legal or admnistrative value for the
State Archives. Serves as coordinator for State Hi storica
Records Advi sory Board and for the Federal National
Hi storical Publication and Records Comm ssion records and
grants prograns.




9536
Dl RECTOR, ARCHI VES AND HI STORY

Exanpl es of Work (cont'd)

Serves as secretary to the Archives and H story Comm ssi oner.
Arranges neetings for Conm ssion. Responds to witten and
verbal requests for information; prepares official mnutes
and reports.

Manages Hi storical Marker Program Processes applications and
researches and validates historical information on the site
to be marked. Wites inscriptions and orders and purchases
markers. Coordinates installation with D vision of
H ghways. Pronotes programto obtain private sponsorship

Directs, co-manages and/or participates in special historical
or collections projects.

Know edge, Skills and Abilities

Know edge of theory, principles and techni ques of archival and
hi storical records adm nistration.

Know edge of the principles and practices used in the
col l ecting and adm ni stering public records.

Know edge of |aws and regul ations pertaining to public
records.

Know edge of archival research techni ques and procedures.

Know edge of West Virginia history and its relationship to
United States history.

Skill in witing and editing.

Skill in conmunications and the establishnent and mai nt enance
of public rel ations.

Ability to research and wite about historic topics.

Ability to nonitor the acquisition, processing, storage and
referencing of materials and artifacts.

Ability to lead the staff and organi ze work for the State
Museum Archives and History Library, H ghway Marker
Program and nanage publication of Wst Virginia History.

M ni mum Qual i fications

Training: Master's degree in history.

Experi ence: Four years of full-time or equivalent part-tine
pai d professional experience in the acquisition,
processi ng, storage and referencing of archival material
and artifacts, two years of which nust have been in an
adm ni strative capacity.

Est abl i shed: 7/ 16/ 92
Ef fective: 6/ 1/ 93



