
  
  
JOB DESCRIPTION  

PosiƟon Title:  Archives and Special Projects Librarian   

Business Unit:   Library  Status:  Salary; Full-Ɵme; 12-months  

ReporƟng to:  Library Director  Salary Range:   TBD 

  
  
Background:  

  
University Overview  
Founded in 1893, Southwestern AdvenƟst University is a 501(c)(3) faith-based insƟtuƟon 
located in Johnson County, Texas.  As the only four-year degree granƟng university in the 
county, Southwestern AdvenƟst University is an important community stakeholder that links 
educaƟon with acƟon by building knowledge, increasing faith, and providing service.  
  
University Vision  
Southwestern AdvenƟst University seeks to be a community that supports academic, spiritual, 
physical, and emoƟonal wholeness encouraging all members to find their purpose and lead 
lives of service.  
  
University Mission  
Inspiring knowledge, faith, and service through Christ-centered educaƟon.  
  
Values Statement  
Southwestern AdvenƟst University values   
  

  IntegraƟon of a Seventh-day AdvenƟst worldview into daily life  
  EducaƟon that enriches life and promotes achievement  
  InteracƟon that affirms faith, integrity, and humanity  
  Responsibility for ourselves, our neighbors, and our world  
  Service as ministry for Christ  

  



  
PosiƟon:  

Under supervision of the library director, this posiƟon is responsible for overseeing the 
AdvenƟst Heritage Center archive located in the Chan Shun Centennial Library, managing 
special projects in the library, and collaboraƟng with the library team on other mission 
criƟcal acƟviƟes.  

  

  
  

  
ResponsibiliƟes:  

• Enhance the library’s collecƟons through collaboraƟon with the community and 
donors to support scholarship and the preservaƟon of university, local, and 
AdvenƟst heritage  

• Develop best pracƟces for archiving, preserving, and providing access to historical 
documents and arƟfacts  

• Manage the display of special collecƟons and materials  
• ParƟcipate in the collecƟon and analysis of archive acƟvity and resource staƟsƟcs  
• Manage the library’s print periodicals collecƟon  
• Contribute to informaƟon literacy instrucƟon efforts  
• Other duƟes as assigned 

  
Requirements:  

Primary Requirement  
• Master's degree in library science or equivalent from an ALA-accredited insƟtuƟon  
• Ability to work both independently and collaboraƟvely in a collegial, team-based 

environment and foster posiƟve and inclusive working relaƟonships   
• Ability to plan, manage, and oversee projects, meet deadlines, and prioriƟze work 

in alignment with the strategic goals of the Library and the University  
• Strong collaboraƟon, communicaƟon, and interpersonal skills  
• Comprehensive English language fluency  

  
Preferred QualificaƟons  

• Experience as a librarian in an academic seƫng 
• Experience or educaƟon in archive management 
• Ability to liŌ 40lbs  



Work CondiƟons  Job CondiƟon: fast-paced work, aƩenƟon to detail, maintain a flexible work environment, and 
fluent in English.  Not a remote or hybrid posiƟon; work to be done on site.  

This job descripƟon is not intended to be complete or limiƟng – the role will require a proacƟve and flexible 
approach to be successful.    

Southwestern AdvenƟst University complies with applicable state and local laws governing non-discriminaƟon in 
employment in every locaƟon in which the company has faciliƟes. This policy applies to all terms and condiƟons of 
employment, including, but not limited to, hiring, placement, promoƟon, terminaƟon, layoff, recall, transfer, leaves 
of absence, compensaƟon, and training.  

  
  


