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Collections Assistant 
Fredericton Region Museum Summer Student Position 

 
General Information  
Job Title: Collections Assistant  
Duration: 8 to 10 weeks dependant on funding 
Start/End Dates: June to end of August  
Language(s): English, bilingualism (French and English) would be an asset  
 
Position Description/Responsibilities  
The Collections Assistant will assist with the collection inventory as well as secure, organize and 
maintain documentation relating to the holdings in the collection and ensure that current records are 
available as required.  
 
Brief Description of Duties  
Handling objects using correct object handling techniques; physical inventory of artefacts by fully 
documenting each object (checking accession numbers, updating files, noting location); digitally 
photographing artefacts; completing condition reports; database entry; and minor re-housing of 
artifacts.  
 
Other duties as assigned by the Executive Director.  
 
The Fredericton Region Museum is open 7 days a week during the summer and students are expected to 
be available to work days, weekends and evenings.  
 
Desired Qualifications  
Minimum second year student (preferably in History or Anthropology) with excellent computer skills 
(MS Office and database), strong organizational, teamwork and multitasking skills, research and writing 
skills, a demonstrated attention to accuracy and detail, able to maintain organized and effective files 
and documentation, both in paper and electronically, ability to lift and carry 40-pound boxes unassisted, 
ability to work independently and on detailed tasks as well as have an appreciation for antiquities. 
 
Application Process  
Step 1  
Fill out the survey at this link: http://fluidsurveys.com/surveys/ysmuseum/summer-job-applicant-
questionnaire/  
 
Step 2  
Deliver a current resume, cover letter and 500 word writing sample (such as a sample press release) in 
person to the Executive Director at 571 Queen Street or by mail / email if you are not in Fredericton (PO 
Box 1312, Stn A, Fredericton, NB E3B 5C8) during regular business hours. Indicate in your cover letter 
how you meet the granting agencies qualifications.  
 
Applications are due by May 1st. Resumes received after a stipulated competition end date will not be 
considered.  
 
The Fredericton Region Museum is committed to the principles of Employment Equity.  
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While we appreciate all applications, please be advised that only those applicants selected to proceed 
through the hiring process will be contacted by e-mail or phone.  
 
Please ensure that you qualify for the SEED/PEP programs before you apply for this position. 


