	Assistantship Type:
	Project Assistantship (PA)


	Department:
	Center for Southwest Research & Special Collections, College of University Libraries and Learning Sciences


	Pay Rate:
	$25.45–$30.41 per hour


	Tuition Award:
	None


	Benefit Eligibility:
	Graduate students who hold an assistantship appointment of 0.25 FTE or greater for at least half of a semester (8 weeks) are eligible for 100% coverage of the health insurance premium through the University graduate student health care plan on a semester-by-semester basis.


	Anticipated Terms:
	Fall 2026


	Appointment Percent:
	50% (0.50 FTE)


	Application Deadline:
	July 22, 2026


	Position Summary:
	The University Archives Processing and Access Fellowship is significant for its role in improving public access to institutional records by supporting the processing and/or digitization and online description of archival collections held by University Archives. Through hands-on work organizing, arranging, describing, and preserving archival materials, the fellow will complete a full processing or digitization project, including background research, the preparation of a historical or administrative note, and the creation of a finding aid for publication in New Mexico Archives Online. The fellowship’s goal is to provide a graduate student with practical training in archival processing while enhancing discovery, research use, and public engagement with UNM’s institutional history and the UNM Digital Repository. 

This is a 50% FTE position (20 hours per week) beginning August 17, 2026, and ending December 12, 2026, with the possibility of renewal contingent upon the continuing availability of funds, satisfactory performance, and academic eligibility.



	Qualifications
	· Research and writing skills.
· Academic degree or focus on UNM or institutional history and culture, Museum Studies American Studies or related disciplines.
· Working skills using OCR applications.
· Ability to scan images and work with metadata and online repositories.
· Knowledge of Microsoft office suite including Excel spreadsheets.
· Excellent organizational and time-management skills.
· Demonstrated ability to work independently and manage projects effectively.
· Availability to work 20 hours per week in person at CSWR.



Duties and Responsibilities
· Select and process a University Archives collection to improve public access, including organizing, arranging, and describing archival materials in accordance with professional archival standards.
· Conduct background research on the records’ creator and institutional context to support accurate and meaningful archival description.
· Perform basic preservation tasks as needed to stabilize materials and support long-term access and use.
· Prepare a concise historical or administrative note that provides context for the collection and supports researcher understanding.
· Create a complete archival finding aid using established standards and prepare it for publication in New Mexico Archives Online.
· Assist with quality control and documentation to ensure consistency, accuracy, and adherence to archival best practices.
· Collaborate with University Archives and CSWR staff to support instruction on the UNM Digital Repository as a space for better archiving the institutional present. 
· Present on a topic related to the collection at the annual CSWR Symposium or a comparable venue.
· Perform other duties as assigned.

Graduate Assistant Eligibility Requirements
To be employed as a graduate assistant, the selected candidate must:
· Be formally admitted to a graduate program at the University of New Mexico.
· Be a graduate student in good standing, as determined by UNM administration.
· Maintain enrollment in at least six (6) credit hours of graduate coursework, thesis, or dissertation hours during the fall and spring semesters.
· Maintain a minimum graduate GPA of 3.0 each semester.
· Remain within the degree-completion time limits specified in the UNM Graduate Catalog.

Application Instructions
To be considered for this opportunity, applicants must submit:
· Letter of intent
· Curriculum vitae (CV) or résumé
· Two letters of recommendation
Complete applications must be submitted by July 22, 2026, to:
Portia Vescio
University Archivist
Email: pvescio@unm.edu
Applications will be reviewed, and selected candidates will be invited for interviews.
Assistantship holders are represented by the United Electrical, Radio and Machine Workers of America (UE).


