
Job Description

Position:      
Local History Outreach Librarian (25 hours a week)
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Range:         
P2 
Reports to:  
Local History Specialist
Reviewed:   
June 2026

 
Job Summary
Under the supervision of Local History Specialist, the Local History Outreach Librarian provides outreach services to community organizations, local government entities, library branches, and individuals with a focus on local history, archival topics, and services. Develops and provides programs, solicits donations of archival material, and works with donors on the acquisition process. Works with CADL Marketing and Local History social media on expanding information about Local History collections and services. Performs professional work in archival collections as needed. May supervise the work of support staff. 

Duties and Responsibilities


1. Create and provide and implement a regular schedule of  Local History programs throughout the year.
2. Research, make contact and negotiate with potential program presenters and performers.

3. Lead several programs each month, including obtaining and preparing all necessary materials.

4. Coordinate programs to work into library initiatives, departmental objectives, and community events.

5. Manage library social media pages; post photos and information about programs.
6. Set up and clean-up program space, assist presenter, and ensure that both the presenter and customers have a enjoyable experience.
7. Establish and maintain relationships with county-wide municipal and civic organizations, especially with groups which have been previously unreached or underserved.
8. Employ various strategies and methods to market programs to a broad audience

9. Assess programs by keeping a record of attendance and providing a monthly statistical report to direct supervisor.

10. Work in the community to continue acquiring valuable Local History collections, with a focus on underrepresented groups.
11. Provide outreach to and support for community-based efforts to manage and preserve organizations’ own archival collections.
12. Network and collaborate with local, state, and regional organizations such as the Mid-Michigan Digital Practitioners or the Michigan Digital Preservation Network.
13. Provide in-person and virtual reference services as needed.
14. Assist in collection processing and maintenance as needed.
15. May supervise support staff.
The above statements are intended to describe the general nature and level of work being performed by people assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.

Job Requirements
· Possession of a Master’s Degree in Library Science or its equivalent from an ALA-accredited program

· Possession of a Michigan Librarian’s Professional Certificate or ability to acquire it.

· Experience with cultural memory organizations (libraries, archives, museums, historical societies) preferred. 
· Physical ability to perform the essential functions of the job with or without reasonable accommodation

· Ability to establish and maintain effective working relationships with co-workers and the public

· Knowledge of archival organization, materials, services, and policies and procedures

· Knowledge of the principles and methods of archival acquisition, appraisal, arrangement and description

· Experience preparing and presenting programs to a variety of audiences

· Effective written and oral communication skills

· Ability to use computers and databases

· Ability to organize and supervise the work of assigned staff as needed

· Ability to conduct oneself with tact and courtesy

· Local and regional travel may be required

· Satisfactory completion of a one-year probationary period.
