
Archivist

Apply online at www.calgary.ca/careers

If you are committed to public service, enjoy collaborating with others, share our values and 
have a desire to learn and grow, join The City of Calgary . City employees deliver the 
services, run the programs and operate the facilities which make a difference in our 
community. We support work-life balance, promote physical and psychological safety, and 
offer competitive wages, pensions, and benefits . Together we make Calgary a great place to 
make a living, a great place to make a life.
 
The City is committed to fostering a respectful, inclusive and equitable workplace which is 
representative of the community we serve. We welcome those who have demonstrated a 
commitment to upholding the values of equity, diversity, inclusion, anti-racism and 
reconciliation. Applications are encouraged from members of groups that are historically 
disadvantaged and underrepresented. Accommodations are available during the hiring 
process, upon request.

The Archivist position exists to fulfill the legislated functions related to archives as per the 
FOIP Act and City of Calgary bylaws. The position will identify, acquire, preserve, and make 
accessible material in the form of civic and private records (physical and digital) which 
document the structure, functions, activities and history of the Corporation of The City of 
Calgary and its predecessors. Primary duties include: 

• Appraise all records created by the Corporation, once the business need has 
passed, to identify records of permanent archival value and approve the destruction 
of records that have met their retention period, and which have no archival value. 

• Collaborate with Records Management and Law to implement FOIP legislation and 
records management legal obligations. 

• Engage with Councillors and other arms-length organizations with links to City 
operations to acquire private records for the Archives that will diversify and provide 
additional context and value to City records. 

• Gain informational control of archival records through the collection of metadata and 
by indexing and the arrangement and description of records according to national 
and professional archival standards. 

• Establish and maintain consistent descriptive practices to optimize search and 
retrieval with the Archives¿ descriptive databases. 

• Conduct training sessions and coach new archivists on current archival policies and 
procedures and the maintenance of the archival management software. 

• Train and provide project direction to the Information Management Technician 
(daily), TESAs and summer students (yearly for 4 to 6 months) in archival principles, 
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data entry standards and the Archives¿ management software. 
• Consult with the researcher to assess research scope and requirements and 

facilitate search and identification of relevant records. 
• Coach new archivists on the scope and location of records that may or may not be 

described in the archival management database or the records management 
database. 

• Either provide relevant materials to researchers virtually or schedule an onsite visit to
consult records. 

• Provide access to material in accordance with legislated requirements and educate 
onsite researchers on the care and handling of archival materials. 

• Provide permission to publish materials in accordance with copyright legislation or 
help redirect users to copyright holders (when known). 

• Promote the research use of records holdings and the history of the Corporation to 
all City employees and the public through outreach activities. 

• Develop and make presentations for the purpose of educating City employees and 
management by interpreting records disposition policies and current archival 
standards and practices. 

• Monitor environmental standards in work and records storage areas to ensure that 
temperature and humidity remain stable to ensure optimum conditions for records 
preservation. 

• Decide on and implement conservation treatments of records when required. 
• Advise City employees on issues of records preservation. 
• Develop and annually review disaster recovery guidelines for Archives to provide 

procedures to re-establish records holdings in case of disasters or emergencies.

Qualifications 

• A Degree PLUS additional training as follows: 
• A Masters in Archival Science/History/Library or Information Management plus at 

least 1 year of experience in the heritage sector (Archives, Library, Museum) OR 
• A Certificate in Archival Studies (College program or professional association 

training (eg. Archives Institute by the Archives Society of Alberta) plus at least 3 
years of experience in the heritage sector (Archives, Library, Museum). 

• A working knowledge of archival practices of appraisal, accessioning, arrangement, 
description, and reference work is required. 
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• Experience working with ArchivEra, OpenText Content Server or other records 
management software and databases will be considered an asset.

• Experience with electronic records disposition, accessioning, digital preservation and
provision of access is an asset.

• You have excellent organizational skills and a strong attention to detail accompanied
by demonstrated customer focus and strong interpersonal skills with the ability to 
work with, and communicate effectively, with various levels of both staff and elected 
officials. 

Pre-employment Requirements 

• Successful applicants must provide proof of qualifications.

 
 

Union: CUPE Local 38 Business Unit: City Clerk's Office
Position Type: 1 Temporary (up 6 months) Location: 323, 7 Avenue S.E.
Compensation:  Pay Grade 11 $42.09 - 
$56.27 per hour 

Days of Work: This position typically works a 
5 day 
work week, with 1 day off in each 3 week 
cycle. Hours of work: Standard 35 hour work week 

Audience: Internal/External  Apply By: May 17, 2024
  Job ID #: 309912

 


