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Spring 2018 

INTERN POSITION DESCRIPTION  

INTERNSHIP TITLE: Processing Intern – Special Olympics Chicago Records 

DEPARTMENT:  Collections Department – Archives Unit 

STATUS:                  Unpaid Intern (non-employee)  

 

ACTIVITY SUMMARY: This internship offers the successful candidate the opportunity to assist 
in processing newly acquired Special Olympics Chicago records. The student will learn to apply 
the core archival concepts of assessing, arranging, as well as minimal processing methodology 
(a.k.a. More Product Less Process or MPLP) for photographic and manuscript materials. In 
addition to creating an EAD-encoded finding aid, the student will learn how collections are 
acquired, processed, and documented by the Museum; to consult and understand MARC 
records, collection assessment reports and other custodial documentation; and to implement 
proper archival housing and preservation techniques. The specific tasks expected for this 
project include: 

 

 Working with Archivist and Research Center staff to evaluate the collection for 
processing  

 Processing according to CHM’s processing guidelines  

 Assessing and addressing preservation issues, including rehousing materials where 
necessary 

 Researching photographic materials 

 Creating finding aid using EAD 

 Updating policies, procedures, and training materials related to finding aid creation and 
encoding 

 Documenting the experience through a blog post and assisting with updating Wikipedia 
as necessary  

 Should time and interest permit, assisting with other archives duties and processing 
projects as they arise, including new acquisitions and disposal and deaccessioning 
duties 

POSITION-SPECIFIC ACTIVITIES AND CORRESPONDING EDUCATIONAL GOALS: 

EXAMPLE: 

ACTIVITY   EDUCATIONAL GOAL(S) 

The intern will work with archives staff to 
evaluate priority finding aids for updating and 
conversion according to CHM's processing 
guidelines.  

 

The intern will learn the basics of assessing, 
arranging, and describing collections in 
keeping with archival best practices. 

The intern will develop their analytical and 
writing skills while assessing and updating 
finding aid content. 
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The intern will also develop their 
communication, collaboration, and general 
professional skills by working with archives and 
other Museum staff and by setting and meeting 
goals for completing assessments and 
updates. 

The intern will encode the finding aids into 
EAD format. 

 

The intern will learn how to use an XML-based 
structured data language in a text editor tool, a 
skill and experience that translates to other 
libraries and archives as well as to any job that 
looks for technology skills.  

The intern will learn how to properly apply EAD 
(a common job requirement in archives) to 
archival finding aids, and how to troubleshoot 
encoding and web publishing issues.  

The intern will practice their project 
management by setting and meeting goals for 
encoding completion. The completed finding 
aid will also be published online and credited to 
the intern.   

 

The intern will assess and address 
preservation issues, including rehousing 
collections, where necessary. 
 

The intern will learn how to implement proper 
archival housing and preservation techniques. 

 

The intern will update policies, procedures and 
training materials related to finding aid 
creation and encoding as needed. 

The intern will develop their analytical thinking 
and writing skills by drafting and revising these 
materials.  

 

The intern will research and write a blog post 
and related Wikipedia entries. 

The intern will develop their research and 
written communication skills by creating this 
content and incorporating reviewer feedback 

Researching photographic materials for 
identification, copyright , and other purposes  

The intern will practice their archival research 
skills by conducting these investigations. 

The intern will develop their knowledge of 
copyright law in a museum setting by 
conducting this research. 

 

ADDITIONAL INTERN ACTIVITIES:  

 Intern will be given opportunities to attend organizational events such as committee, 
project, and staff meetings to gain a broader understanding of the workplace and its 
initiatives. In addition, opportunities for networking and informational interviews with staff 
will be available at the intern’s request. 
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 Other activities as assigned that will further the intern’s learning, knowledge, and 
experience, plus understanding of the scope of the activities of the institution. 

 

GENERAL GOALS: 

 

The Intern’s activities help fulfill the Museum’s mission and purpose which is  

“To help people to make meaningful and personal connections to history” and 
will serve a civic, charitable, and humanitarian purpose consistent with our non-
profit status. 

 

 This internship will provide training similar to that which would be given in an educational 

environment and which is primarily for the benefit of the intern. 

 This internship will also provide the intern with close supervision by regular employees 

qualified in the intern’s field of study. 

 CHM will cooperate with educational institutions to ensure that the internship is 

academically oriented for the benefit of students. 

 

SUPERVISOR: Archivist, Archives & Manuscripts 

 

WORKING RELATIONSHIPS: 

Archives interns will work collaboratively with archives staff and other archives interns, as well 
as other Collections department staff. As projects warrant, intern may work with staff in the 
Research Center, Curatorial, and Publications Departments. 

QUALIFICATIONS: 

 
Required 

 Enrollment in or recent completion of a graduate-level accredited MLIS or comparable 
program 

 Completion of introductory coursework in archival studies 

 Working knowledge of archival arrangement and description  

 Commitment of a minimum of 12 hours a week for a minimum of 10 weeks  

 Attention to detail 

 Strong analytical and problem-solving skills 

 Strong writing and research skills 

 Ability to lift, carry, or otherwise move and position equipment (including lights, video 
camera, and microphones) weighing up to 45 pounds 

 Selected applicants will undergo a mandatory criminal background screening 
 
Preferred 

 Working knowledge of data content standards like DACS or AACR2 

 Working knowledge of XML or related schema 

 Experience processing at least one archival collection 
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CHM VALUES: 
These are the values of the Chicago History Museum as an institution, our “Collective Values”: 
 

 Service, Collaboration, Discover, Creativity, Empathy, Authenticity, Integrity, and 

Stewardship. 

These are the values that the staff members of the Chicago History Museum seek and hope to 
inspire in ourselves, our “Individual Values”: 
 

 All-In:  Taking and sharing responsibility for the Museum, its mission, and our future. 

 Welcoming:  Demonstrating every day that the Museum is for everyone. 

 Forward-looking:  Anticipating needs, spotting opportunities, and solving problems with 

determination and ingenuity. 

 

TIMEFRAME OR COMMITMENT: 
 
This position will begin the week of January 8, 2018. It requires a minimum of 12 hours a week 
for the equivalent of a full semester (approximately 10 to 12 weeks); hours must be scheduled 
weekdays between 9:30 a.m. and 5:00 p.m. and must be completed by May 11, 2018. 

This internship description is not intended to be an express or implied contract between CHM and 
anyone. CHM reserves the right to change or assign other duties to this intern position as necessary.  
CHM is an equal opportunity institution. 

 
APPLICATION DEADLINE 
We are currently accepting applications for this internship project with an application deadline of 
November 20, 2017. 

 
 
HOW TO APPLY 
A completed internship application consists of the following: 
 

 A completed internship application form  

 A cover letter expressing interest in the position and outlining relevant experience 

 A current résumé outlining relevant experience and skills 
 

Please e-mail your cover letter and résumé directly to Julie Wroblewski, Archivist for Archives & 
Manuscripts, at wroblewski@chicagohistory.org. 

 
 
Every effort is made to match the skills and interests of prospective interns with the 
needs and priorities of the department and the institution overall. The application 
materials will outline the specific qualifications requirements for individual projects. The 
Chicago History Museum does not discriminate on the basis of race, color, religion, sex, 
or national origin. 
 

https://www.chicagohistory.org/internship-application/
mailto:wroblewski@chicagohistory.org

