Research Assistant: Heritage Singers Canada Collection

The Heritage Singers Canada was founded by Grace Carter-Henry Lyon in January 1977. The group’s mission is to promote the development of Caribbean folk music and theatre to the greater Canadian community, and to use folk-singing and dance as tools to enhance ethnic, historic, and social traditions relevant to the Caribbean, African, and other communities.
We are seeking a casual research assistant to work with our project team to assist in the development of a physical and online archival exhibit to promote the Heritage Singers Canada collection as well as assist with event planning activities.
This position will be hybrid with some hours on-site at Scott Library, York University and Clara Thomas Archives and Special Collections (CTASC) mostly in July and August 2025 for creating the physical display, but remote work is possible for August/September to work on the online archival exhibit. 
This position is for 15 weeks with an anticipated start date of July 15, 2025, and ending October 18, 2025. There will be a total of 10 hours a week, with some scheduling flexibility. This position is $17.60/hour + 4% vacation. 
Key Responsibilities:
· Exhibit Development and Installation
· Collaborate with project team to conceptualize and design exhibit themes
· Help with the coordination of the layout and display of archival materials in the physical exhibit 
· Print, photocopy and mount print material 
· Handle and work with different physical materials
· Create and write labels, and signage for each display item
· Arrange items in exhibit space according to layout plan

· Online Exhibit Creation
· Help create engaging and informative materials for online exhibit
· Learn to use Collection Builder software
· Upload and arrange digital content on CollectionBuilder
· Assist in developing and mounting online resources, such as finding aids for the digital exhibit

· Administrative Support:
· Assist with general administrative tasks, such as data entry, and note taking
· Help with the preparation and distribution of outreach materials
· Assist with event planning activities 
· Support the project team with other tasks as needed.
Skills and Qualifications:
· Ability to work independently and as part of a team
· Strong communication and interpersonal skills
· Good organizational and time management skills
· Ability to learn new software quickly (CollectionBuilder and GitHub)
· Demonstrated proficiency in using Google Sheets and CSV files, and Microsoft Office Suite 
· Strong attention to detail
· Creative and artistic ability
· Ability to lift up to 20 lbs 
· Knowledge of basic design principles to help create engaging and informative content 
· Interest in history, archives, and outreach activities. 
We encourage applicants interested in Caribbean history or folk music to apply. Please submit applications with a current resume and cover letter expressing your interest and relevant experience to Norda Bell, Associate Librarian at nordam@yorku.ca  with the subject line “HSC Research Assistant”. All applications must be received by end of day June 20, 2025. Only candidates invited for interviews will be contacted.  Interviews will be conducted July 3, 2025, via Zoom.

