
 

 
 

Position:  Collections Inventory Assistant 

Department: Collections 

Reports to: Jeremy Dimick, Director of Collections 

Start Date: February, 2020 

End Date: December, 2020 

 

History saved and preserved is the foundation for strong, vibrant communities and future 

generations. The Detroit Historical Society’s mission is to tell Detroit’s stories and why they 

matter.  Founded in 1921, the Society has been bringing together diverse voices and communities 

around the stories of the region to find their place in the present and inspire the future for almost 

100 years.  Located in Detroit’s cultural district, the Society administers and develops 

exhibitions and programming for the Detroit Historical Museum, and Dossin Great Lakes 

Museum.  The team cares for more than 250,000 artifacts in its collection, relying upon a staff of 

over 70 individuals to help bring Detroit’s stories to life. 

 

Working in the Society’s Collections Resource Center, Inventory Assistants will work directly 

with the Society’s substantial artifact collection to improve both the intellectual control and 

physical well-being of collection items.  Compensation is $12.00 per hour.  This is a part-time, 

term-limited position; approximately 20 hours per week from February, 2020 through December, 

2020.  

Job duties will include physically locating objects in Society storage areas, updating metadata in 

collections database in accordance with Society standards, creating new records when necessary, 

photographing objects, researching artifacts and remedying problematic storage conditions as 

necessary.  

Major Duties and Responsibilities:  

 

 Locate physical placement of individual artifacts within museum collection storage;  

 Update and create PastPerfect database records on a daily basis;  

 Conduct limited research to assist in identifying unknown objects;  

 Label artifacts by a variety of means: sewing labels, painting, attaching tags etc.;  

 Regular work improving artifact storage conditions;  

 Utilize reference materials i.e. card catalogue and accession books, to identify 

unnumbered objects;  

 

 



 

Education, Training and Experience: 

 Working toward, or recently completed a 4 year degree with a concentration in history, 

anthropology, museum studies or similar. Work experience may substitute for education; 

 Concentration in the fields of history, anthropology, museum studies or similar preferred;  

 Preference will be given to candidates with museum collections experience in either a 

paid or volunteer capacity;  

 Previous work with PastPerfect museum software and experience in a museum or 

archival based inventory project is also preferred.   

 

Required Skills and Abilities:  

 

 Previous experience working (or volunteering) with museum/archival collections 

including the use of PastPerfect museum software;  

 Experience capturing and editing digital photographs in Photoshop; 

 Strong organizational skills with attention to detail; 

 Ability to work on a tight schedule and meet deadlines; 

 Result-oriented self-starter who can work independently and as part of a larger initiative; 

 Intermediate computer skills; 

 Basic knowledge of Detroit history desired;  

 Ability to lift 15-20 lbs. and comfort using step ladder;  

 Ability to sit for long periods of time at a computer and ability to stand for long periods 

of time in warehouse setting;  

 Correctly handle objects as outlined by training. 

 

Please send resume and cover letter to the Human Resources department at 

humanresource@detroithistorical.org no later than Tuesday, February 4, 2020.  

Please no phone calls. 

 
About DHS: 

 
Stop working and start innovating!  This is your opportunity to join a national leader in 

museum services.  The Detroit Historical Society has a 100-year legacy of telling Detroit’s 

stories and why they matter.  Most recently, with the 50-year anniversary of the summer of 

1967, DHS sought to commemorate the traumatic riots with a sensitive and inclusive narrative.  

Rather than just create an exhibition, DHS shepherded a community- wide collaborative 

project.  Detroit 67: Looking Back to Move Forward captured the story and proved that the 

Detroit Historical Society is a safe place to convene for difficult conversations. 

 
DHS is an Equal Opportunity Employer and we encourage a diverse pool of candidates to 

apply. 
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