Archives Co-ordinator Job Description
Over the past year a professional archivist has been sorting, cataloguing, and digitising our Archives in Wellington. The archivist has created policies, guidelines, and forms to support the functioning of our archives. Now that the project is completed, we require someone from within the fellowship to take over the role as a volunteer. 
A minimum of 3 years continuous sobriety is desirable, along with a working knowledge of our Traditions. The term is for a minimum of 2 years. 
The co-ordinator will be responsible to the Archives Sub-Committee, who report to the New Zealand General Service Board. 
The role would suit someone in the Wellington region as the archives are stored at the General Service Office in Lower Hutt, Wellington. 
The role will include:
· Cataloguing incoming archival material and the existing collection
· Digitising the archives including cassette tapes, photos, documents etc
· Supplying digitised material to be added to the Archives Web Page
· Assisting with research enquiries from the public and members of the fellowship
· Assisting members in the collection of oral histories
· Updating forms and policies when required
It is envisaged that the role will require a couple of hours per week. However, the hours may fluctuate depending on the current workload. To maintain the level of accuracy within the archives, ideally the volunteer can commit to this on a weekly basis however, this along with the hours are flexible. 
The co-ordinator will be supported and guided by the Archives Sub-Committee and will also attend online meetings with the Committee, as required. They will also provide updates on the status of the archives and half yearly reports to the Committee Chair for dispersal to Conference and the Board. 
Skills required:
The co-ordinator will need to be able to follow basic archiving & collection management practises. Archives Guidelines and Collection Policy have been created to guide the volunteer through all aspects of the role. 
It is important that you have an interest in A.A. history, enjoy repetitive tasks, are extremely thorough and have a high attention to detail. Accuracy in cataloguing and maintaining information is key to the success of the archives. If you enjoy organising and understand the importance of only keeping what is relevant to the A.A. Archives in New Zealand, then this might be the service position for you. 
Good computer skills are desirable as you will need to be comfortable using Outlook, Excel, Word, the Brother scanner for digitising documents and the program for digitising cassette tapes. 
A two-day training course will be provided to the volunteer by a professional archivist to ensure all areas of the role are understood before the handover. This will need to be completed before the end of May, so it is important you are able to be available for two consecutive days. 
If you are interested in this rewarding service position, then please send your A.A service history and any other supporting information to boardkiwi@aa.org.nz  
Please put Archivist position in the subject line.



