
 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

DISTINGUISHING FEATURES OF THE CLASS:  
 

 

Mainta ins  and  has  charge  of  records  concerning the  his to ry of  a  Town or  Vi l lage ;  does  re la ted  

work as  requi red .   This  posi t ion involves  responsib i l i ty fo r  the  p repara t ion and  co l lec t ion of  

records  o f  pas t  events  and  the  record ing of  p resent  events  fo r  poster i ty.   The  work wi l l  enta i l  

research and  consul ta t ion for  and  wi th  persons  inte res ted  in  Town or  Vi l lage  his to ry.   Work i s  

per formed under  genera l  supervis ion wi th  wide  leeway for  the  exerc i se  o f  independent  judgment .   

Supervis ion i s  no t  o rd inar i ly a  funct ion of  this  posi t ion.  

 

 

 

 

 

TYPICAL WORK ACTIVITIES:  (Il lustrative Only)  
 

 

Col lec ts  da ta  concerning the  his to ry of  the  Town or  Vi l lage  and  assembles  these  in  logica l  

o rder ;  

Wri tes  and  ed i t s  a r t ic les  fo r  publ ica t ion concerning the  pas t  and  present  his to ry of  a  Town or  

Vi l lage ;  

On request  gives  lec tures  to  inte res ted  groups ,  s tudents ,  and  the  genera l  pub l ic ;  

Cuts  out  and  da tes  c l ipp ings  from papers  and  magazines ;  

Col lec ts  books  concerning his to r y of  the  Town and  Vi l lage ;  

Offers  advice  and  cr i t ic i sm to  persons  do ing his to r ica l  research;  

Does  research on genealogy;  

Corresponds  wi th  o ther  his to r ians  and  answers  inqui r ies  on Town or  Vi l lage  his to ry;  

Indexes  fami ly f i les  and  o ther  records;  

Consul ts  wi th  teachers ,  s tudents ,  and  o ther  persons  on mat te rs  concerning his to ry of  the  Town or  

Vi l lage ;  

Keeps  scrapbooks  and  p ic ture  a lbums for  the  Town or  Vi l lage ;  

Answers  cor respondence  and  requests  fo r  da ta  concerning loca l  his to ry.  
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FULL PERFORMANCE KNOWLEDGES, SKILLS, ABILITIES, & PERSONAL 

CHARACTERISTICS: 
 

Good  knowledge  of  loca l  his to ry;  

Working knowledge  of  the  s tandards  and  techniques  o f  his to r ica l  research and  wr i t ing;  

Abi l i ty to  es tab l i sh and  mainta in  favorab le  contac ts  wi th  the  genera l  pub l ic ;  

Abi l i ty to  wr i te  his to r ica l  documents  and  records;  

Repor tor ia l  honesty and  integr i ty;  

Good  powers  o f  observa t ion;  

Tac t  and  cour tesy;  

Resourcefulness ;  

Good  physica l  condi t ion.  

 

 

 

 

MINIMUM QUALIFICATIONS:  
 

 

(A)  Graduat ion from high school  (o r  higher  leve l )  o r  possess ion of  a  high school  d ip loma OR  

 

 

(B)  Two years  o f  pa id  o r  vo lunteer  exper ience  working wi th  a  his to r ica l  soc ie ty,  museum,  or  

ca ta loging f i les ,  sc rapbooks ,  pho tograph a lbums or  o ther  records  concerning his to r ica l  

research.    


