
Archival Intern 
 
The American Philatelic Research Library seeks two archival interns for summer 2016.  
 
Under the supervision of the APRL Librarian, the intern will sort, process, and describe archival 
material relating to 19th-century postage stamps and mail services according to established 
library and archival standards. 
 
The intern’s primary tasks will include: 

 checking to ensure material meets established collection criteria; 
 sorting unpublished material, placing it in archival containers, and labeling containers; 
 preparing a finding aid according to archival standards such as Describing Archives: A 

Content Standard (DACS) and Encoded Archival Description (EAD); 
 performing preservation activities such as interleaving tissue and applying 

deacidification spray. 
 
The intern will learn about established library and archival standards; how to process various 
types of material including manuscripts, clippings, photographs, and slides; workflow in a 
specialized research library; and American history. 
 
This internship is intended for an undergraduate or graduate student or new professional 
interested in pursuing a career in libraries, archives, or related fields. Prior knowledge of or 
experience in a library or archives setting is preferred. Must have good computer skills including 
Microsoft Word and Excel, attention to detail, ability to work independently, and ability to lift 30 
lbs. 
 
The intern will be a part-time temporary employee of the American Philatelic Society, located in 
Bellefonte, Pennsylvania, and compensation will be $11 per hour. The intern will work between 
20 and 30 hours per week for approximately 12 weeks, with start and end dates being negotiable. 
Schedule is flexible but must fall within the APRL’s operating hours (8 a.m. to 4:30 p.m., 
Monday through Friday). If the intern is a student, the internship may be completed for credit. 
 
The American Philatelic Research Library (www.stamplibrary.org) contains more than 23,000 
book titles, more than 6,000 periodical titles, government documents, auction catalogs, philatelic 
exhibits, and many unique archival collections. The primary language is English but other 
languages are also represented. The APRL has 4 FTE staff and serves philatelic researchers 
around the world. 
 
To apply, submit a resume, cover letter, and names and contact information for three references 
by April 1, 2016 to Tara Murray, APRL, 100 Match Factory Place, Bellefonte, PA 16823 or 
tmurray@stamps.org.  
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