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OBJECTIVE 

To effectively manage archival appraisal, processing, and preservation of collections according to 
repository standards in order to safeguard historically valuable documents. 
 

EDUCATION 
MS in Information Studies, Archival Enterprise  2009 
University of Texas at Austin    Austin, TX 
 
BA in History and International Studies   2001 
Brigham Young University    Provo, UT 

 
PROFESSIONAL SKILLS 

• Strong data organization and conceptualization skills: created collecting archive in Guatemala City, 
organized and supervised community women’s group while in the Peace Corps. 

• Extensive experience in training and teaching: presented training seminars and workshops on archival 
standards in Guatemala City, trained women’s group in small business management, taught English. 

• Excellent writing and communication skills: drafted processing manual for administrative archives, 
abstracted professional articles for a university professor, composed articles for publication in trade 
journal, created finding aids in EAD and prepared MARC records for collections processed. 

• Solid grounding in archival theories and practices: completed coursework in archival administration, 
collection management, appraisal, preservation, records management, database administration, 
archiving digital records, and metadata standards. 

• Fluent in reading, writing, and speaking Spanish. 
• Software: MS-Office (Word, Excel, PowerPoint); xMetal; Dreamweaver; Photoshop.   

 
PROFESSIONAL EXPERIENCE 

6/2009 – present Harris County Archives Houston, Texas 
Archivist – Volunteer 
• Completed processing procedures for government record series according to archival standards of the 

repository, using minimal processing methods. 
• Researched and planned digitization of analog tape collection, including metadata management. 
 
10/2008 – 5/2009 Benson Latin American Collection Austin, Texas 
Archives Assistant 
• Created efficient systematic strategies for appraisal and processing of collections acquired by the 

repository and managed processing workflow. 
• Successfully completed processing and preservation of collections in Spanish, including paper 

documents, photographs, and ephemera, using both traditional and minimal processing methods. 
• Prepared finding aids, EAD records using xMetal, and MARC records using OCLC Connection, 

created exhibits, and provided reference services. 
 
1/2008 – 7/2008, 8/2008 – 5/2009 Austin Public Library Austin, Texas 
Intern – “Wired for Youth” Program 
• Provided instruction on use of databases, online resources, and social networking applications. 
• Prepared and presented informal programs related to computer use and other skills. 
 
1/2008 – 7/2008, 8/2008 -9/2008 Center for American History Austin, Texas 
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Archives Intern – Archives of American Mathematics 
• Effectively planned and completed processing and preservation procedures for archival collections of 

technical and teaching materials of mathematicians and physicists, including paper documents, 
photographs, and digital media. 

• Prepared finding aids, EAD records, and MARC records for collections processed.  
• Drafted articles marketing recently processed collections for publication in the news magazine of the 

Mathematic Association of America. 
 
7/2008-8/2008, 4/2009 Universidad Francisco Marroquin Guatemala City 
Archives Consultant – Biblioteca Ludwig von Mises 
• Established collecting archives in university library, including drafting policies, training staff, and 

preparing guidelines for archival processing; prepared detailed plan for library employees to proceed 
with processing of collections in repository. 

• Established standards for archival processing of paper collections at library, processed collections, 
and prepared finding aids in Spanish. 

• Trained library employees regarding processing, description, and preservation of archival collections 
during two week course (8/2008); trained professionals from various archives in Guatemala City in 
archival policies and procedures (4/2009). 

• Prepared and delivered presentation in Spanish on basic archival principles for professionals in 
various fields as part of library outreach program.    

 
1/2005 – 1/2007 Peace Corps El Sauce, Costa Rica 
Volunteer – Rural Community Developer 
• Organized, trained, supervised, and sustained local women's group in small business endeavors. 
• Worked with local development association to prepare grant proposals for development projects. 
• Volunteered as part of Resource Center Committee to organize library at Peace Corps office. 
• Acted as President of Volunteer Action Committee from 4/2006 - 1/2007:  worked as liaison between 

volunteers and office staff, organized and conducted meetings with regional representatives and 
meetings with staff, organized and conducted volunteer conference, worked directly with country 
director to address and resolve volunteer and staff issues. 

 
VOLUNTEER EXPERIENCE 

• Missionary, 11/1998 - 5/2000:  Organized and performed various service projects, taught English, 
prepared and presented various classes and seminars on religious and non-religious topics, and trained 
other missionaries in religious and community service-oriented environments.  

 
PROFESSIONAL ORGANIZATIONS 

• Member, Society of American Archivists. 
• Member, Society of Southwestern Archivists. 
 

SCHOLARSHIPS AND AWARDS 
• Alice Duggan and David Caldwell Gracy Endowed Presidential Scholarship for the 2007-2008 and 

2008-2009 academic years, University of Texas at Austin. 
• John Michael Caldwell Student Scholarship, Society of Southwestern Archivists, 2009. 


