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	HIGHLIGHTS OF QUALIFICATIONS
	· Demonstrated knowledge of archival theory and practice including operational administration, creation of manual and automated finding aids, catalogs and content management for web sites.

	
	· Seasoned practitioner in collection appraisal and processing of diverse manuscript collections.

	
	· Experience in researching and providing reference services for archival and manuscript collections.

	
	

	EXPERIENCE
	Archivist/Librarian                                                                              2001 to present
William Rainey Harper College – Palatine, Illinois





	
	Responsibilities include the acquisition, accessioning, processing, and maintenance of archival and special collection materials including oversized scrapbooks containing rare and fragile documents, photo negatives, maps, architectural drawings, electronic records, and paper documents.   Duties include providing reference service to patrons such as finding articles and books, searching online databases, and answering telephone inquiries.

	
	· Establish and administer the Archives department, including drafting policies, defining goals and objectives, project planning, and annual assessment of collection usage.  

	
	· Provide reference assistance to students, faculty, staff and the general public using archival finding aids, Illinet Online, EBSCOHost, OCLC FirstSearch, and other databases; instruct students on how to design effective search strategies.

	
	· Develop and maintain relationships with College departments and administrators to solicit donations and promote the use of archival collections in campus wide events, such as dedication ceremonies, anniversaries, etc.

	
	· Participate in committees to develop long range disaster plans for the Library’s collections, develop exhibits using library and archival materials, and obtain grant funding for digitization projects.

	
	· Collaborate with the North Suburban Library System to digitize archival collections and mount in online exhibits to enhance accessibility.

	
	

	
	Archives Volunteer                                                                              2001 to 2004
Chicago Historical Society – Chicago, Illinois



	
	Responsibilities include the appraisal and arrangement of archival collections, and making recommendations for disposal.  Prepared detailed finding aids, including collection registers, and assisted in minor conservation for paper-based materials. 

	
	· Arranged, organized, and described the records of the Northwest Neighborhood Federation (89 linear feet).

	
	· Appraised the archival records of photographer Declan Haun (11 linear feet) and prepared a descriptive inventory.

	
	· Assisted the archivist in making recommendations for the acquisition of new collections.
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	EXPERIENCE,
continued
	Archives Intern                                                                                     Summer 2001

Clerk Circuit Court Archives – Chicago, Illinois

	
	· Arranged, organized, and described the probate records of famous Chicagoans, such as Jane Adams and Charles Gates Dawes.

	
	· Provided reference services for approximately 15-20 patrons per week, including retrieving boxes and documents, photocopying materials, answering telephone inquiries, and assisting in the use of archival equipment.

	
	· Conducted research using primary and secondary sources to write narratives for archival finding aids.

	
	· Indexed approximately 300 paternity court cases weekly into a computer database, indexing by first name, last name, and case number.

	
	

	
	Archives Intern                                                                                    Spring 2001
Northwestern University Archives – Evanston, Illinois

	
	· Appraised and processed records belonging to the Classics Department and instructor Donald Torchiana (5 linear feet) and wrote descriptive finding aids.

	
	· Conducted research using the archival collections to write a historical narrative for the Northwestern University Classics Department.

	
	

	EDUCATION
	Masters of Library and Information Science, Dominican University 

Concentration: Archival Administration
Bachelor of Arts, History; Cum Laude, Northeastern Illinois University

	
	

	PROFESSIONAL ORGANIZATIONS
	Society of American Archivists

Midwest Archives Conference

Chicago Area Archivists

Illinois Library Association


	
	

	REFERENCES
	Kimberly Fournier, Coordinator of Collection Development and Archives.  William Rainey Harper College.  1200 W. Algonquin Road.  Palatine, IL  60067.  Tel:847/925/6882.

Email: kfournier@harpercollege.edu.

	
	

	
	Jim Edstrom, Coordinator of Technical Services.  William Rainey Harper College.  

1200 W. Algonquin Road.  Palatine, IL  60067.  Tel: 847/925-6763.  

Email: jedstrom@harpercollege.edu.

	
	

	
	Julie Thomas, Manuscripts & Special Collections Librarian.  California State University Sacramento.

2000 State University Drive, East.  Sacramento, CA  95819.  Tel: 916/278-5240.

Email: jthomas1@csus.edu.











