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POSITION TITLE:  Assistant Archivist   
POSITION STATUS:  Non-exempt, Full-time Regular 
IMMEDIATE SUPERVISOR:  Archivist 
(Regular) WORK SCHEDULE:  M-Th, 8:30 a.m. – 4:30 p.m.; Fri, 8:30 a.m. – 12 noon (33.5 hours/wk) 
 
The Archives of the Diocese of Lafayette are the “instruments and written documents which pertain to the 
spiritual and temporal affairs of the diocese…” (canon 486 §2). As such they are to be “safeguarded…and 
diligently secured.” The Archivist and the Assistant Archivist, under the direction of the Chancellor, are 
custodians of these official acts of the Diocese. With the consent of the Bishop, the Archives establishes policies 
and procedures to provide for the professional, ongoing management, and preservation of administrative, 
legislative, limited judicial, historical and canonical records, from their act of creation to the present day. The 
Archives of the Diocese of Lafayette are not in themselves public archives. Nonetheless, archival materials are 
made available, in accordance with the norms of church law and sound archival practices to Catholic clergy, 
scholarly researchers, and the lay faithful. Consonant with the Catholic Church’s two millennia heritage of 
chronicling salvation history in our midst, the Archives of the Diocese of Lafayette are a precious documentary 
heritage for the Diocese of Lafayette. 
 
 
POSITION SUMMARY 

The Assistant Archivist has the primary function of assisting the Archivist in preserving, 
managing, and providing access to the historical and administrative records of the Diocese of 
Lafayette. The person in this position will assist the diocesan Archivist with management and 
appropriate preservation of historical and administrative information and materials regarding 
the hierarchal church, church parishes, schools, and diocesan entities, by collecting, identifying, 
conserving, preserving, appraising and arranging the various correspondences, reports, legal 
documents, photographs, maps, plans, blueprints, brochures, and digital files pertaining to each 
subject matter. 
 
Although the vast majority of the Diocese’s archival collection consists of paper records, the 
Assistant Archivist must be able to confront new challenges and frontiers available through 
electronic preservation of records. Thus, while this position must have a great respect for the 
historical value of our collections, the Assistant Archivist must also be forward-looking and 
technologically proficient in order to preserve and grow the collection into a more user-friendly 
and accessible body of information. 
 
To this end, in collaboration with the Archivist, the Assistant will be responsible for transitioning 
all archives-related records currently housed on TTWin (a Windows-legacy software) to an up-
to-date and reliable database and document management platform, taking into consideration the 
various uses of the information housed in TTWin. The (new) database will be determined by the 
Moderator of the Curia and the Chancellor, in consultation with the Archivist, the Assistant 
Archivist, and the diocesan Information and Technology office. The Assistant is also tasked with 
assisting in the selection, implementation, and facilitation of an administrative (electronic) 
records management program.  
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The Assistant Archivist must be above reproach in confidentiality and is thus required to take an 
oath of office, which includes the promise to observe confidentiality in accordance with canon 
law. The person in this position must be capable of acting in a courteous and professional 
manner, with complete discretion. The Assistant Archivist must be a team player who will share 
and participate in the vision and goals of the office, following all office, archival and diocesan 
policies, procedures, and protocols.  
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 

The Assistant Archivist shall assist the Archivist in: 
 Cataloguing, describing, and organizing the material (physical) and digital (virtual) 

collections of the Archives, and creating/maintaining search/finding aids. 
 Setting priorities and processes for organizing and digitization of the collections. 
 Providing assistance with research efforts. 
 Scanning, microfilming and maintaining a database of sacramental records for the sake of 

preservation and for the purposes of sacramental records research, including the issuance 
of sacramental records when deemed necessary. 

 Advising parishes regarding the recordation, annotation and safe-keeping of all 
sacramental records and policies governing such records, in complete conformity with 
Church law. 

 Maintaining/Creating/Processing specific records, including but limited to diocesan files 
for all clergy (active, retired, deceased and dispensed), seminarians (current and former), 
etc., as determined by Church law, diocesan policies, procedures and standards. 

 Compiling the history of the Diocese of Lafayette and its church parishes, missions, 
schools, charitable entities and other institutions. 

 Storing and indexing blueprints (drawings and digital copies) of the central offices, 
parishes, schools, institutions and entities of the Diocese of Lafayette. 

 Recording, maintaining and researching and verifying current parish canonical 
boundaries as historically determined. 

 Processing and maintaining records from closed schools and providing school records 
and transcripts to former students of closed diocesan schools and to authorized diocesan 
officials. 

 Providing statistical information for various annual reports (local, national and 
universal). 

 Maintaining and producing accurate reports, lists, and labels from diocesan databases. 
 Assisting diocesan offices/entities with records management/retention guidelines, 

providing direction on transference of files/records. 
 Maintaining special genealogical records databases and facilitating research of outside 

genealogical research requests, attentive to time restrictions and consonant with work 
priorities (at the direction of the Archivist). 

 Assisting with other duties and/or special projects as necessary and/or directed by the 
Archivist, the Chancellor, or the Vicar General. 

 
On a daily basis, the Assistant Archivist is also responsible for: 

 Properly maintaining confidential records and information; ensuring that all files are 
secured immediately after work is completed and at the end of each workday. 

 Performing regular clerical duties, including but not limited to answering/directing 
telephone calls, producing regular correspondence and reports, responding to and 
referring emails and other inquiries. 

 Maintaining office equipment and supplies. 
 Maintaining/updating office-related database(s) and webpage. 
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REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 

 Ability to maintain absolute confidentiality. 
 Must be a Catholic in good standing. 
 Must possess knowledge and understanding of the Catholic Church and its faith Tradition. 
 Must be proficient in use of related technology, including experience in current office-

related computer system/program(s), i.e., WORD, EXCEL, OUTLOOK, and MAIL MERGE, 
with particular experience in programs specific to Archives and records/document 
management software. 

 Must possess the ability to read and interpret a variety of documentation, direction, 
instruction, and methods and procedures related to preservation of historical documents. 

 Must be experienced in cataloging, indexing and inventorying skills. 
 Must be experienced in arranging, describing, and preserving physical and digital 

collections and writing find/search aids. 
 Minimum of three years’ experience in an archives or related program, with evident 

knowledge of current best archival practices and standards.  
 Must be experienced in scanning photographs and historical and other documents and in 

developing metadata for records management. 
 Ability to clearly and effectively communicate and interact with the many different 

persons who are in contact with the office, including but not limited to clergy, religious, 
parish personnel, scholarly researchers, etc.  

 Self-motivated, organized, and prompt in performing tasks and capable of working 
independently, particularly in conducting independent research. 

 Ability to deal sensitively, courteously and responsively (via telephone, electronic 
communications, or in person) when responding to inquiries and in making referrals.  

 Bachelor’s degree in archives management or library science; related certifications and 
experience will be considered. 

 Must maintain up-to-date personal Safe Environment certification. 
 

JOB CONDITIONS / PHYSICAL DEMANDS 

(The following are representative of the physical capabilities that must be met by an employee and 
the working conditions that an employee in this position encounters while performing the essential 
duties and responsibilities of this job. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential duties and responsibilities.) 
 

 While performing the duties of this job, employee is regularly required to sit or stand for 
extended periods of time, reach, kneel, handle objects of great delicacy, talk and hear. 

 Must be able to push, pull, lift, and carry items up to 25 pounds (regularly) and up to 50 
pounds (occasionally). 

 Must be able to safely handle/move loaded carts, dollies, or hand trucks. 
 Work is performed primarily in an office setting. Due to old records and artifacts, there 

may be exposure to dust or other substances. 
 Specific vision abilities require close vision and attention to detail. 
 This position involves extensive close computer work.  
 Will be called upon to participate in continuing education opportunities, both in-state and 

out-of-state, necessitating travel and being away from home. 
 May be called upon to perform work at times other than noted above, as directed by the 

Archivist, the Chancellor, or the Vicar General. 
 


