Swanee Hunt Family Office
JOB DESCRIPTION

Archivist - Media Librarian


Exempt position

Overview

The Swanee Hunt Family Office is organized to support Hunt Alternatives Fund; Ambassador Swanee Hunt’s activities relating to public policy, politics, philanthropy, education (including at Harvard’s Kennedy School of Government); other endeavors, including personal and household affairs; and The Free for All Concert Fund. 

Hunt Alternatives Fund includes an operating foundation and a private grantmaking foundation that advance innovative and inclusive approaches to social change at the local, national, and global levels. The Fund combats the demand for modern-day slavery, supports leaders of diverse American social movements, advocates for the full inclusion of all stakeholders in peace and security processes around the world, inspires women to political leadership, strengthens youth arts organizations in eastern Massachusetts, and encourages an increase in women's philanthropy.

Ambassador Hunt’s mission is to provoke social change regarding gender parity, especially as a means to end war and rebuild societies, as well as to end poverty and other human suffering. At Harvard, Ambassador Hunt is the Eleanor Roosevelt Lecturer in Public Policy, core faculty at the Center for Public Leadership, and adviser to the Carr Center for Human Rights Policy, networking and educating academia in human trafficking and security issues. She serves as president and chair of Hunt Alternatives Fund as well as the Swanee Hunt Family Foundation. 

Responsibilities

Archivist
The primary functions of this role are to organize and protect the storage of legacy and reference materials collected or created by the Fund, the Family Office, Free for All, and Ambassador Swanee Hunt

1. With managers, identify the audience(s) for the various materials we expect to keep forever or long-term: Fund history, program and collateral materials, Board meeting materials, Swanee’s books and articles, photos and videos, etc.

2. With managers, identify the legacy and reference materials, where each collection should be stored, and how each is to be organized

3. With managers, identify the specific retention rates for each collection

4. With managers, identify the digital storage and retrieval needs and statistics for each program – how much is collected or created, saved, and retrieved, and by whom

5. Move legacy and reference material to read-only storage areas

6. With MIST, select archiving software and acquire centralized databases for the digital storage and cataloguing of legacy and reference materials

7. Train and assist staff in the search and retrieval of data in the digital catalogues 

8. Determine and maintain the organization of the hard-copy material in Archive Room

9. Work with MIST to reduce the need for long-term hard-copy instead of server files

10. Work with MIST and program staff to transfer hard-copy files into digital format

Media Librarian
The primary functions of this role are to:

1. Ensure incoming media is processed in a timely fashion:

a. collect all digital media (photo, audio, video) from staff and file onto servers

b. with staff, log and describe all material into digital catalogues at a macro level

c. alert managers to the presence of material for staff to then to micro-process

2. Train staff in the entry, search, and retrieval of data in the digital media catalogues 

3. Function at a macro level as librarian resource for staff who require retrieval and perusal of archived materials

4. Create numbered DVDs and CDs of media for staff to review

5. Create and post numbered files of media on web or FTP servers for staff to review

6. Maintain and organize tapes, DVDs, and CDs in the Archive Room

7. Migrate audio and video materials from one format to another 

Duties do not include reviewing movies, selecting photos, finding specific quotes or clips, or describing materials. Librarian points staff toward a subset of materials most likely to contain the required data, which staff then peruse to find what they specifically need. 

(Swanee’s)Professional Photos
1. maintain a “Professional Photos Database” 

2. know where every copy is and record that in the DB, 

3. send pictures out for repair, 

4. distribute gifts and loans to recipients as Swanee decides

Digital photos 

1. receive all photos as soon as they arrive at our site

a. ensure that personal photos have been separated from non-personal by staff

b. decide on name of parent folder(s)

c. backup the new photos

d. decide where to file on the server, and file 

2. ensure that event or trip staff
a. complete a form describing each batch (event, date, keywords, etc.) 

b. divide entire set into batches 

c. rename one photo for each VIP in the set

d. cull the set

e. load into iMatch in the appropriate file structure

3. reconcile duplicates between P, Q, O Photo Staging, Master Backups, and iMatch

4. delete duplicates in iMatch while retaining keywords

5. assist in splitting DB into three sets for purposes of efficiency and privacy
a. Inclusive Security (DC)

b. Personal, Free for All, Outreach (Brattle)

c. Fund (Mt Auburn)

6. Execute administrative tasks related to Swanee’s personal photos

a. scan personal photos or send out for scanning  

b. assist Swanee Hunt’s photo assistant in some administrative photo tasks not yet completed, per instructions from the director of Information Systems who will determine which tasks need to be done and by whom 

c. (possible) delete all indisputably bad shots (of the rug, very blurry) 

d. (possible) edit (crop, rotate, red-eye, lighten, darken, etc) if specifically  requested by program staff

Video and Audio files 

1. Transfer from tape to file

a. transfer tape to C drive file, 

b. verify that transfer was successful

c. move new file to read-only Media Archives with correct ID number

d. update Media Database that transfer was successful

2. New items

a. log into Media Database

b. ensure program staff complete meta-data in DB

c. transfer new tapes to file

3. Old family tapes 
a. convert to file and DVD if possible, otherwise send out 

Qualifications

· Excellent working knowledge of Venn Diagrams

· Good with computers and math

· Excellent at following directions

· Extremely organized, meticulous, and detail-oriented

· Excellent communicator

· Experience with complex data management a plus

· Ability to keep sensitive information confidential

· Ability to keep regular business hours

“The organization  strives to be an equal opportunity employer and welcomes applications regardless of race, gender, disability, or sexual orientation.”

Interested applicants may send a letter of interest and resume/CV to hr@huntalternatives.org. Please include the position title in the subject line of the email.
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