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SUMMARY

Dedicated and detail-oriented Archives and Special Collections Librarian

with 5+ years of experience in managing and preserving rare and unique

collections, providing research support, and developing outreach programs

to promote library services.

EXPERIENCE

Archives and Special Collections Librarian
University Library

Managed and maintained a collection of over 10,000 rare books, manuscripts,
and archival materials, ensuring 99.9% accuracy in cataloging and 95%
increase in collection usage.

Jan 2018 - Present New York, NY

• Developed and implemented a comprehensive collection development
policy, resulting in a 25% increase in donations and gifts

• Provided research support to faculty, students, and external researchers,
with a 90% satisfaction rate

• Collaborated with curators and faculty to develop exhibits and programs,
reaching an audience of over 5,000

Special Collections Librarian
Public Library

Curated and maintained a collection of over 5,000 rare and unique materials,
including books, manuscripts, and photographs, with a 99% accuracy rate in
cataloging.

Jun 2015 - Dec 2017 Los Angeles, CA

• Developed and taught workshops and classes on archival research and
special collections, with a 25% increase in program attendance

• Assisted in the development of a digital repository, resulting in a 50%
increase in online collections usage

• Collaborated with community organizations to develop outreach programs,
reaching an audience of over 2,000

PROJECTS

Digital Repository Project
Project Lead

2019 - 2020

Developed and implemented a digital repository for rare and unique materials,
resulting in a 50% increase in online collections usage.

Digital repositories • Metadata standards • Content management systems

Exhibit Development Project
Co-Curator

2016 - 2017

Collaborated with curators and faculty to develop an exhibit on rare books and
manuscripts, reaching an audience of over 5,000.

Exhibit design • Collection management • Marketing and outreach

SKILLS

Archival research

Special collections

management

Digital repositories

Metadata standards

Content management

systems

Exhibit design

Collection management

Marketing and outreach

Teaching and instruction

Community engagement

LANGUAGES

English

Spanish

EDUCATION

Master of Library and
Information Science
University of California, Los Angeles

2015 Los Angeles, CA

Library and Information Science

GPA: 3.8

CERTIFICATES

Digital Libraries and
Archives

2016

University of North Carolina at
Chapel Hill

Certificate in digital libraries and
archives, with a focus on metadata
standards and content management
systems.

STRENGTHS

Attention to detail
Proven ability to accurately catalog
and maintain large collections, with a
99.9% accuracy rate.

Project management
Successfully managed multiple
projects, including the development
of a digital repository and exhibit
development, with a 25% increase in
program attendance.

Communication and
outreach
Developed and implemented
effective outreach programs,
reaching an audience of over 5,000,
with a 90% satisfaction rate.

AWARDS

Outstanding Librarian
Award

2019 University Library

Awarded for outstanding service and
dedication to the library community,
with a 95% increase in collection
usage.



Jane Doe
Archives and Special Collections Librarian

jane.doe@email.com 123-456-7890

New York, NY jane.doe.website

jane.doe.linkedin jane.doe.portfolio

SUMMARY

Dedicated and detail-oriented Archives and Special Collections Librarian

with 5+ years of experience in managing and preserving rare and unique

collections, providing research support, and developing outreach programs

to promote library services.

EXPERIENCE

Archives and Special Collections Librarian
University Library

Managed and maintained a collection of over 10,000 rare books, manuscripts,
and archival materials, ensuring 99.9% accuracy in cataloging and 95%
increase in collection usage.

Jan 2018 - Present New York, NY

• Developed and implemented a comprehensive collection development
policy, resulting in a 25% increase in donations and gifts

• Provided research support to faculty, students, and external researchers,
with a 90% satisfaction rate

• Collaborated with curators and faculty to develop exhibits and programs,
reaching an audience of over 5,000

Special Collections Librarian
Public Library

Curated and maintained a collection of over 5,000 rare and unique materials,
including books, manuscripts, and photographs, with a 99% accuracy rate in
cataloging.

Jun 2015 - Dec 2017 Los Angeles, CA

• Developed and taught workshops and classes on archival research and
special collections, with a 25% increase in program attendance

• Assisted in the development of a digital repository, resulting in a 50%
increase in online collections usage

• Collaborated with community organizations to develop outreach programs,
reaching an audience of over 2,000

PROJECTS

Digital Repository Project
Project Lead

2019 - 2020

Developed and implemented a digital repository for rare and unique materials,
resulting in a 50% increase in online collections usage.

Digital repositories • Metadata standards • Content management systems

Exhibit Development Project
Co-Curator

2016 - 2017

Collaborated with curators and faculty to develop an exhibit on rare books and
manuscripts, reaching an audience of over 5,000.

Exhibit design • Collection management • Marketing and outreach

SKILLS

Archival research

Special collections

management

Digital repositories

Metadata standards

Content management

systems

Exhibit design

Collection management

Marketing and outreach

Teaching and instruction

Community engagement

LANGUAGES

English

Spanish

EDUCATION

Master of Library and
Information Science
University of California, Los Angeles

2015 Los Angeles, CA

Library and Information Science

GPA: 3.8

CERTIFICATES

Digital Libraries and
Archives

2016

University of North Carolina at
Chapel Hill

Certificate in digital libraries and
archives, with a focus on metadata
standards and content management
systems.

STRENGTHS

Attention to detail
Proven ability to accurately catalog
and maintain large collections, with a
99.9% accuracy rate.

Project management
Successfully managed multiple
projects, including the development
of a digital repository and exhibit
development, with a 25% increase in
program attendance.

Communication and
outreach
Developed and implemented
effective outreach programs,
reaching an audience of over 5,000,
with a 90% satisfaction rate.

AWARDS

Outstanding Librarian
Award

2019 University Library

Awarded for outstanding service and
dedication to the library community,
with a 95% increase in collection
usage.


