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THE BIG PICTURE 

Framework 

Digital Preservation 

Staff 

IT to Archivist Archivist to IT ER Archivist to ER 
Archivist 
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POINTS OF DISCUSSION 
 Train someone already on staff 

 
 Hire IT professional & train on archival principles 

 
 Hire Archivist and train them in IT  

 
What are the skill sets of potential employees coming out of 

school?  
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PRESENTERS 

Matt Veatch 
State Archivist 
Kansas State Historical Society 
mveatch@kshs.org 

Dave Joens 
Director 
Illinois State Archives 
djoens@ilsos.net 

Bryan Collars 
Archivist 
South Carolina Department of Archives & History 
collars@scdah.state.sc.us 
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HIRING AN ELECTRONIC 
RECORDS ARCHIVIST 
At the Illinois State Archives 

 
Dave Joens  
Director, I l l inois State Archives 



HISTORY 
 Having an electronic records archivist on staff was on the long 

range plan 13 years ago 
 
 Began looking for one ten years ago 

 
 Early applicants touted their scanning experience 
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HIRING HISTORY 
We hired a long time archivist/records manager. 

     *Had some computer background. 
 
We hired an IT person with no Archives/RM knowledge. 

 
We hired a fresh graduate of Library Science school. 
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JOB DESCRIPTION AND DUTIES 
 Borrow heavily from other states. 

 
 Know if the position is Archives/RM or both. 

 
 Be specific on duties. 

 
 Don’t underestimate speaking/writing abilities. 

 
 If possible, place directly under the director. 
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SKILLS NEEDED 
 Has to know records management systems. 

 
 Archives/RM knowledge important. 

 
 Knowledge of government experience nice but teachable. 

 
 Ability to present ideas verbally and in writing. 

 
 Ability to translate from IT-ese to Archives/RM-ese and back. 
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PROMOTING/TRAINING FROM WITHIN 
 I don’t see the IT background. It isn’t computers. It is RM 

systems. 
 
 For a first time hire, it is nice to shake things up with an 

outsider. 
 
 Promoting from within leaves a hole in the staff that, in the 

future, will be filled with input from the new hire. 
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MEET OUR 
ELECTRONIC RECORDS ARCHIVIST 

Kristopher Stenson 
 Master of Library Science, 

Archives Specialization 
(2011)  
 
 Master of Arts, Early 

European History (2005) 
 
 Bachelor of Arts, History, 

(2002) 
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ARCHIVIST OR TECHNOLOGIST? 
That is the Question 

 

 
Matt Veatch 
State Archivist 
Kansas State Historical Society 



REQUIRED SKILLS 
 ARM Fundamentals 

• Scheduling 
• Appraisal 
• Description 

 Subject Matter Expert 
• ERM/DP standards and best practices 
• ERM/DP projects and initiatives 
• ERM/DP training opportunities 
• Technology watch 

 Business Analyst 
• Business process analysis 
• Information systems analysis 
• Records analysis 
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REQUIRED SKILLS 
 Technology User 

• Completely comfortable with all aspects of technology as a user 
 Office apps 
 Databases 
 Social media 
 Mobile technology 

• Technology well integrated into work life 
 Collaborator 

• Interpersonal skills 
• Basic fluency in several languages:  

 ERM/DP 
 IT 
 Business process analysis 
 Archives 
 Everyman 

• Negotiations (vendors/inter-organizational) 
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REQUIRED SKILLS 
 Technologist 

• Coding 
• IT infrastructure knowledge 

 Storage 
 Networking 
 Security 

 Policy Development 
 Trainer 
 Marketing & Sales 
 Change Management 
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17 

Type Skill IT Archivist RM
Expected Level of 

Knowledge
Hard Appraisal
Hard Business Process Analysis
Hard DB (Access, Sql, MySql, etc..)
Hard Description
Hard ERM/Digital Preservation:  Standards & Best Practices
Hard Information System Analysis
Hard Mobile Technology
Hard Office Applications
Hard Preservation: OAIS, ISO16363, PAIMAS, PREMIS
Hard Projects/Initiatives
Hard Records Analysis
Hard Scheduling
Hard Social Media
Hard Technology Watch
Mixed Providing Training 
Soft Vocabulary Fluency in : Archives
Soft Vocabulary Fluency in : Bus Process
Soft Vocabulary Fluency in : EDRM/Pres
Soft Vocabulary Fluency in : Everyman
Soft Vocabulary Fluency in : IT
Soft Interpersonal Skills

Hard IT Infrastructure – Networking
Hard IT Infrastructure – Security
Hard IT Infrastructure – Storage
Hard Coding
Hard Policy Development
Mixed Change Management
Mixed Marketing (External/Internal customers)
Soft Negotiation (Vendors /Interorganizational)

29 Skills - How many Expert 9 9 8
29 Skills - How many Advanced 5 3 10
29 Skills - How many Intermediate 7 10 8
29 Skills - How many Basic/Unskilled 8 7 3

19 Hard Skills - Meets Expectations 10 11 12
19 Hard Skills - Does NOT meet Expectations 9 8 7
10 Soft Skills - Meets Expectations 3 5 3
10 Soft Skills - Does NOT meet Expectations 7 5 7

8 Preferred Skills - Meets Expectations 5 4 3
8 Preferred Skills - Does NOT meet Expectations 3 4 5
21 Required Skills - Meets Expectations 8 8 12
21 Required Skills - Does NOT meet Expectations 13 13 9



“REAL” WORLD EXPERIENCE 
 Archivist to Electronic Records Archivist 

• Can be successful 
 
 Technologist to Electronic Records Archivist 

• Can be successful 
 
 Electronic Records Archivist to Electronic Records Archivist 

• “Born digital” archivists exist 
• We need to attract them to state archives! 
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HIRING ELECTRONIC 
RECORDS STAFF 
 

 

 
Bryan Collars  
Archivist 
South Carolina Department of Archives & History 



ROAD MAP 

 SCDAH Experience 
 
  Rights and Wrongs 

 
  Its an Electronic 

Records Archivist  
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SCDAH EXPERIENCE 
 Legislative approval for 

new professional staff 
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SCDAH EXPERIENCE 
 Legislative approval for 

new professional staff 
 
Who knows how to hire a 

new staffer? 
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SCDAH EXPERIENCE 
 Legislative approval for 

new professional staff 
 
Who knows how to hire a 

new staffer? 
 
 The job announcement!! 
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SCDAH EXPERIENCE 
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SCDAH EXPERIENCE 
 Legislative approval for 

new professional staff 
 
Who knows how to hire a 

new staffer? 
 
 The job announcement!! 

 
 The applicants 

 
 Application review 

 
 The Interviews 
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THE APPLICANTS & 
APPLICATION REVIEW 
 Broad and varied range of applicants 

Security Guard Paralegal Administrative Asst. 
Sorority Advisor Social Workers  Insurance Agent 

Recent Graduates of Library Schools 

 Application review 
• Eliminated 90% of the applicants just by reviewing their 

resumes/applications/or CVs.   
• Common issues for rejection: Lack of formal training; no 

understanding of ER issues; and interests really lie elsewhere. 
• A successful application primarily three things: 

1. MLIS or Archival Admin Degree 
2. Internship or Workstudy position in an archival setting 
3. An exposure/familiarity with Metadata Schemas, Archival 

Software and programming languages (C++, SQL, Visual Basic, 
etc.) 
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THE INTERVIEWS 
 How conducted 

 
 Principle questions 

 
What is it with digitization? 
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THE INTERVIEWS 
How conducted 
 Phone 

 
 In Person 

 
 Skype 
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THE INTERVIEWS 
Sample Questions 
What do you think are the biggest challenges for managing 

electronic records currently?  How might this change over the 
next 5 years? 
 
 Tell about your experiences with open source software. 

 
 Discuss how the use of proprietary software as it relates to 

archives and the long term storage of electronic records. 
 
What is a file naming convention and why is it important? 

 
What archival software have you utilized? 
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THE INTERVIEWS 
What is it with digitization? 
 Many applicants read “Electronic Records” and equate it with 

digitization. 
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RIGHTS AND WRONGS 
 Don’t rely on just your state’s jobs portal 

 
 Do post the position announcement on professional job posting 

sites (SAA, etc.) 
 
 Know that employment agencies mine job posting sites 

 
 Don’t rely on HR staff to weed out unsuitable applicants 

 
 Do ask pertinent technical questions 
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MEET OUR 
ELECTRONIC RECORDS ARCHIVIST 

Brian Thomas 
 
 Masters of Information 

Sciences, Archives 
Specialization (2013) 
 
 Bachelor of Arts, History 

(2004) 
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PRESENTERS 

Matt Veatch 
State Archivist 
Kansas State Historical Society 
mveatch@kshs.org 

Dave Joens 
Director 
Illinois State Archives 
djoens@ilsos.net 

Bryan Collars 
Archivist 
South Carolina Department of Archives & History 
collars@scdah.state.sc.us 
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QUESTIONS & COMMENTS 
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WRAP-UP 
 Just Released: Staffing for Effective Digital Preservation: An NDSA Report 

 
 Post-webinar evaluation will automatically open in your web 

browser when you exit the session. 
 
 Next SERI Educational Webinar is Tuesday, July 22 @ 2:00 pm 

Eastern 
• Topic: PERTTS Portal Overview 

 
 Complete webinar schedule is available on CoSA’s website: 

http://www.statearchivists.org/CoSA_Webinars.htm 

 
 All webinar slides available from the SERI webinar page: 

http://www.statearchivists.org/seri/STEP/SERI_Educational_Webinars.htm 

 SERI Educational Webinar - July 8, 2014 35 

http://blogs.loc.gov/digitalpreservation/2013/12/just-released-staffing-for-effective-digital-preservation-an-ndsa-report/
http://www.statearchivists.org/CoSA_Webinars.htm
http://www.statearchivists.org/seri/STEP/SERI_Educational_Webinars.htm

	Hiring Electronic Records Staff
	acknowledgements
	The big picture
	Points of discussion
	Presenters
	Hiring an electronic records archivist
	History
	Hiring History
	Job Description and Duties
	Skills Needed
	Promoting/Training from Within
	Meet our�Electronic Records Archivist
	Archivist or technologist?
	Required Skills
	Required skills
	Required skills
	Slide Number 17
	“real” world experience
	Hiring electronic records staff
	Road map
	SCDAH Experience
	SCDAH Experience
	SCDAH Experience
	SCDAH Experience
	SCDAH Experience
	The applicants &�Application Review
	The interviews
	The interviews
	The interviews
	The interviews
	Rights and wrongs
	Meet our�Electronic Records Archivist
	presenters
	Questions & Comments
	Wrap-Up

