
Library Technical Services Intern—Beinecke Technical Services Unit (344 Winchester) 

Summer 2023 

 The Beinecke Library Technical Services Intern will perform various tasks relating to the 

arrangement and description of archival collections, digital preservation, and materials 

preservation and housing by working with archivists and other staff in the Beinecke Technical 

Services Unit. Beinecke Library’s Technical Services department is responsible for making 

Special Collections materials available to users for research use in the Beinecke’s reading 

room. The Archival Description unit is looking for two interns who will each work 20 hours per 

week (part time).  

Duties will potentially include: 

1.  Assisting archivists and archives assistants with the processing of manuscript 

collections by sorting and arranging materials as directed, creating preliminary 

inventories, data entry, folder labeling, filing, and various preservation activities including 

preservation photocopying, measuring fragile materials for boxes, and/or carrying out 

basic conservation activities like enclosing fragile paper in polyester sleeves, putting 

photographs into Mylar, and rehousing fragile items (Approximately 10 hours a week). 

2.   Following documented procedures to create disk images of optical media and floppy 

disks for the Digital Accessioning Service and working with Excel spreadsheets to track 

progress and input basic metadata (Approximately 10 hours a week).  

3. Potential to work and collaborate with other departments in Special Collections including 

Accessioning and Community Engagement (tbd).  

Requirements: 

Careful attention to detail; ability to follow procedures and precise instructions; comfortable with 

asking questions when further explanations are needed; interest in history, librarianship or 

archival work preferred. Intern must work an agreed-upon schedule, with a two-hour minimum 

for shifts, between the hours of 8:30 and 5:00, Monday through Friday. Evening and weekend 

hours are NOT available. 

PLEASE NOTE: this position is located at the Beinecke Technical Services Unit, 344 

Winchester Avenue (Science Park area). 

PLEASE NOTE: *Employment is contingent upon the successful completion of a background 

check.* 

 


