
The Special Collections Manager is a member of the Adult Services Team and works alongside fellow Team 
Members at the Information Desk. This role advances the library's mission by managing special collections 
and working collaboratively to promote and expand access to these materials. The ideal candidate 
possesses deep knowledge of special collections management and preservation, is a resourceful and 
creative problem-solver, and can manage complex projects. 

Reports to: Adult Services Team Leader      Classification: Two

Education and Work Experience:
Required: Four years of relevant work experience or a Master’s degree in a relevant field
Preferred: Masters of Library Science from an institution accredited by the American Library Association 

First Two-Years Training Requirements:
• Library of Michigan Basic Workshop (required for those without (2) two years of work experience in a
   public library at the time of hire).

Essential Job Duties
• Arrange, store, preserve, repair, and safeguard all archival materials in accordance with
   professional standards.
• Maintain a strong working knowledge of archival preservation, digital asset management, and historical
   research methods.
• Balance the preservation of fragile items with public accessibility.
• Evaluate and recommend best practices for storage, digitization, and presentation of archival materials.
• Assist patrons and researchers with local history and genealogy inquiries, both in person and remotely.
• Engage with the community to identify and acquire materials of local value to expand the
   Library’s collections.
• Pursue funding opportunities, including grants and gifts, to protect, expand, and promote
   special collections.
• Train and collaborate with Adult Services Team Members to broaden their knowledge of special  
   collections.
• Partner with the Programming Manager and community organizations to offer programs based on the
   library's local history and archival collections.
• Assist patrons with general reference questions and maintain proficiency with standard office software
   and emerging technologies.

*In addition to essential functions, all employees are expected to carry out other duties as assigned.

PAY & HOURS: Full Time (37.5 hrs/week). Pay: $20.00 - $27.50, based upon experience and qualifications.
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Niles District Library is an equal opportunity employer. All applicants will be considered for employment without 

attention to race, color, religion, sex, sexual orientation, gender identity, national origin, veteran, or disability status.



Pay & Hours
• Workday: 7.5 hours per day (37.5 hours per week / 75 hours per pay period)
• Breaks: 30-minute unpaid lunch; two paid 15-minute breaks

Insurance Benefits
• Blue Cross Blue Shield of Michigan Medical and Dental 
• Companion Life Insurance fully paid by employer
• AFLAC: Voluntary and fully funded by the employee

Paid Time Off
• Holidays: 7 paid days
• Sick Time: 7.5 hours per month (90 hours per year)
• Vacation Time:
 • Year 1: 6.25 hours per month (10 days per year)
 • Year 2-4: 9.375 hours per month (15 days per year)
 • Year 5+: 12.5 hours per month (20 days per year)

Retirement Plans
• MERS of Michigan Defined Contribution Plan: 6% required employee contribution with a 6%
   employer match
• MERS 457 Plan: Voluntary and fully funded by the employee

Interested in applying? Email your resume to jobs@nileslibrary.net
Resumes should be sent as a PDF.


