
ANNOUNCEMENT 

Archives Opportunity 

The Unitarian Church of All Souls, New York 

1157 Lexington Ave., NY 10075 
 

 

This historic congregation seeks an Archives intern to work with our digital archives and 

physical documents, records and artifacts.   

 

JOB LOCATION: Mostly remote/online, with visits to the church 

building at Lexington Avenue and East 80th Street to 

access documents and artifacts, after it re-opens in 

Jan. 2021 

COMPENSATION: $450 stipend for a total of 30 hours of work 

MAIN ALL SOULS WEBSITE:  www.allsouls-nyc.org 

ALL SOULS HISTORY WEBSITE:  allsoulsnychistory.org 

REPLY TO:   Archives@allsoulsnyc.org  

 

The Unitarian Church of All Souls is a historic house of worship on the Upper East Side of 

Manhattan. Founded in 1819, the church has a rich collection of historical materials that are 

important to the history of Unitarian Universalism, a denomination grounded in individual belief 

and social justice.  

 

Three years ago, the All Souls Historical Society, following the retirement of the volunteer 

archivist, transferred the church archives to the library of Meadville Lombard Theological School 

in Chicago to be digitized and made accessible to scholars of Unitarian Universalism. We are now 

seeking an intern to help us organize our records from the past few years. In addition, we recognize 

that we are living in an extraordinary time when our church building is closed due to the pandemic 

and not due to re-open until January 2021.  The congregation is meeting online while experiencing 

a terrifying pandemic and widespread protests against racism.  The Historical Society has 

embarked on collecting current writings and images about this period of time from the 

congregation to preserve them for future generations.  

 

The archives intern will report to an enthusiastic and supportive team of two volunteer Archives 

Co-coordinators (one a retired academic librarian and the other a keen amateur historian) who will 

coordinate with the church staff, All Souls Historical Society, and Meadville Lombard’s full-time 

archivist.  

 

Responsibilities: 

• Helping to record and analyze church records and materials from congregational groups, 

checking sources, writing summaries, researching background materials, and posting 

themed materials on the All Souls History website. 

• Organizing collected first-person accounts and other materials about experiences during 

the Covid-19 pandemic, creating an online record of the transformed manner in which the 

congregation gathers online, as social distancing requires.  

• Organizing materials about the social justice and anti-racism work of the congregation. 

http://www.allsouls-nyc.org/
https://www.allsoulsnychistory.org/
mailto:Archives@allsoulsnyc.org


 

Required skills: 

• Excellent communication skills, both written and verbal, orientation to detail 

• Ability to work independently and collaboratively from a distance 

• Knowledge of Microsoft Office, Google Drive, Dropbox, web development using Wix, 

Wordpress or similar platforms 

 

Preferred skills: 

• Familiarity with image asset research, archiving, and license policies 

• Experience working with photographs, ability to determine the quality/resolution of 

existing files, knowledge of digital asset management software 

• Experience working in a Library, Archive, Museum or Historical Society environment. 

• The ideal candidate for this internship is enrolled in a Library Science graduate program 

with an Archives concentration, and has an interest in the management of history, 

particularly church history. 

 

This position provides you with an opportunity to gain professional experience with a not-for-

profit organization whose mission is to transform lives and serve the broader community. Please 

contact us at Archives@allsoulsnyc.org with any questions and to explore your possible 

involvement. 

 

Lois Coleman and Bill Bechman 

All Souls Archives Co-coordinators 

mailto:Archives@allsoulsnyc.org

