
Job Description 
 

 

Job Title: Visiting Archivist 
Department: Preservation 
Reports To: Seed Bank Manager 
Status: This is a grant funded, limited-term project not to exceed 590 hours. 
FLSA Status: non-exempt seasonal full-time or non-exempt seasonal part-time 
Deadline: applicant review will begin July 31 
Wage: $14.00/hour plus housing 

 
Seed Savers Exchange is currently hiring a Visiting Archivist as part of a grant-funded project to scan, 
organize, and archive primary source materials (correspondence, accessions records, and other media) 
containing information about the histories of varieties in our extensive plant collection.  
 

Essential Duties and Responsibilities: 
Job responsibilities for this position include, but are not limited to:  

1. Preparing documents for scanning by removing bindings and labeling documents with accession 
numbers. 

2. Creating digital copies of original files. 
3. Assessing (quality control), renaming, and organizing digital files using departmental naming 

conventions and standards. 
4. Filing original documents. 
5. Purchasing archival-grade storage materials. 
6. Utilizing a Microsoft Access database to look up plant accession numbers and organize scans. 
7. Working with software developer to create a script that hyperlinks digital scans with plant accession 

record in the collection management database. 
8. Consulting with archive specialists as needed. 
 

Qualifications:  

• Demonstrated practical work experience in archives or special collections is preferred but not 
essential. 

• Demonstrated ability to work effectively and to troubleshoot unforeseen challenges with limited 
supervision. 

• Demonstrated strong organizational and time management skills.  

• Ability to perform physically demanding activities including; carrying (25 lbs.), standing for 
extended periods of time, bending, kneeling, climbing, pushing, and pulling. 

• Ability to keep accurate, detailed records in a fast paced work environment. 

• Applicants must have a valid driver’s license and reliable transportation. 
 
To apply, please email a cover letter, resume and contact information for two references to 
jobs@seedsavers.org. Please include ‘Visiting Archivist’ in the subject line of your email. Seed Savers 
Exchange is an equal opportunity employer. 
 

Or mail to: 
Seed Savers Exchange 
Attn: Karen Anderson, Human Resources Specialist  
3094 North Winn Road 
Decorah, Iowa 52101 
 


