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The Reluctant Administrator, or How I Learned to Love Management

Juggling Time and Hats

I serve as the campus archivist for Indiana University South Bend. I also serve as the campus records manager and special collections librarian. In addition to those three roles, I am also a reference librarian - one of eleven at our library. Further, like most of my librarian colleagues, I teach one section of the Information Literacy class that all students coming to IU South Bend are required to take each semester, as well as bibliographic instruction classes. That may seem like too many jobs for any one person, but I can honestly say that I look forward to going to work each day.

I am a "lone arranger." Before I began working at IU South Bend in November of 2004, there had not been an archivist on campus since 1994. I came to South Bend directly from Cincinnati, where I had been a reference archivist at the American Jewish Archives. Before that, I had been an archives technician at the Walter P. Reuther Labor Archives at Wayne State University in Detroit. At both the American Jewish Archives and the Reuther Archives, I had the benefit of colleagues who were archivists whom I could query for help or advice when I needed it. And while I have some of the greatest colleagues here at IU South Bend's Schurz Library, none of them are archivists. 

In addition to incomplete record keeping, I inherited an Archives that had never established any policies. I created the IU South Bend Archives Collection Development Policy, as well as the IU South Bend Records Management Program. I also created the Sensitive and Confidential Materials Statement for Collections to comply with privacy laws. Several of the collections in the Archives hold potentially sensitive materials – everything from student records to personnel recruitment files to oral histories.

I have faculty status, and have a twelve month tenure track appointment. Being on the tenure track has required me to cultivate aspects of myself that I didn't necessarily know were there. I'm required to develop a dossier that reflects the Indiana University's tenure criteria, which includes Service, Professional Development, and Performance. I find myself leaning heavily upon my service… I really enjoy so much being a part of professional organizations, and holding officer positions and decision-making positions in such things as roundtables (in the Society of American Archivists), committees (in the Midwest Archives Conference), divisions (in the Indiana Library Federation), and boards (in the Society of Indiana Archivists). I find that working with a collective of archivists (and sometimes librarians) to achieve an end goal that will benefit the profession as a whole is supremely fulfilling. 
I know, however, that I must balance my service activities with my other tenure criteria. I know that I must really keep up with and become stronger in my own professional development. I know that I must endeavor to publish – in particular, research-based publications, and in national publications – more than I’ve done to date. It’s a mighty challenge. I try to keep my other tenure criteria – performance – in mind each day, and to improve. Further, I try to perfect each of those “hats” that I wear: that of the archivist, the records manager, the special collections librarian, the reference librarian, the instructor, and the supervisor. Fortunately, I enjoy the challenge! 
I’ve had the very good fortune of having some very capable student workers and interns here with me in the Archives, some of whom have become invaluable.  I could not operate without my student workers. I usually have one per semester, but there have been periods where the Library finds additional, temporary pockets of monies, and I’ve been able to benefit from more than one student worker at a time. But no matter how many, I rely on those individuals to keep me on track when I am too over-booked to focus on certain archives projects or issues. Further, I must rely on the workers to be strongly self-motivated and driven – and very detail-oriented (traits of the best archivists!). 
I have learned a tremendous amount as a lone arranger about the difference between how I would ideally like the Archives to be – and how I’d like to fit into the production output – and reality. I’m a perfectionist by nature, so it’s been – and continues to be - a process of adjustment. I’ve learned in so many ways that in order to do what I do requires me to really assess all of the tasks at hand – and that means the “long list” and consider what is truly time-sensitive. Those tasks that must be done immediately get first priority. Often, these are tasks associated with the various organizations that I belong to or tasks that are associated with the classes that I teach. For example, when a budget for a conference that I’m on the planning committee for is due – and others are waiting for it, or my students’ assignments need to be graded – other tasks get shifted momentarily. I often find myself thinking it would be beautiful if I could clone myself!  I keep numerous lists as one way to manage everything. I’ve fashioned a fairly intricate system of codes of notations that only make sense to me. They help me to prioritize jobs to get done – what needs to be done immediately, what needs fairly fast attention, and what can get done later. I also make sure to note all long-term, on-going projects in that system of notations.

One of my favorite things about my job is also probably my largest challenge. That is all of those hats that I wear. In terms of time management, it means that I’ve had to make some choices regarding what to emphasize in terms of my professional identity. So, for example, though I love that I also get to be a librarian as well as the campus archivist, I tend to identify personally as an archivist more than as a librarian. I love my time every week on the Reference Desk, and I love teaching my information literacy classes and bibliographic instruction sessions – and make them a high priority in that list of tasks, particularly because with each of them, others are depending on me. That being said, I’m still an archivist first and a librarian second.
What I have done as a records manager is some outreach to campus departments and offices in the past, including meetings with the Academic Cabinet about records management on campus. The fact that the Academic Senate president is one of my fellow librarians and exhorts our colleagues to remember to pass on minutes from the body’s various committees that help to govern operations on campus has been a big help. Additionally, this past year we as a campus underwent the accreditation process. The Archives naturally served a key role in this process – I worked closely with the two overall accreditation leaders to make sure that necessary documents were provided.
I’ve also entrusted those trusty student workers with tasks that in larger institutions would be left to trained archivists. After I’ve spent a lot of time establishing a trusting relationship with some of my workers, I’ve had them process collections. I give them much instruction on the components of processing and encourage a lot of questions, and then let them go forward with it. This is close to apostasy in some archival corners. And while it is not ideal practice, it’s a solution that I’ve hit on to lighten my load. 
An important part of being the first archivist in ten years on campus is getting people to even know that the campus has an Archives! I try to be very involved in campus activities (just as with my organizational commitments). By volunteering for the campus’ student-run dance marathon to benefit the homeless shelter or being on the campus’ bike-to-work team, etc., students, fellow faculty, and staff at all levels get to know me. I converse with them about what I do, where I am, and what the Archives collects… And so, yes – don’t throw out those records from last year’s Latino Student Union or two decades’ worth of materials from the School of Education during that office move – there’s a place to bring all that stuff – and a place that considers all that “stuff” very important! In addition, throughout the year, I try to mount several small exhibitions in the Library’s display cases that highlight archival collections and campus history, or raise awareness about National Archives Month, or the May Day Disaster Planning Initiative. I have also done Archives Open Houses that are open to the public, at which I’ve been pleased to host colleagues from area archives, local history rooms and historical societies, as well as faculty, students, and administrators. Further, this Fall to celebrate American Archives Month, I’ll be one of fourteen South Bend area archives to hold a series of open houses with a kick-off event (to be held on my campus) called “Archives Alive!” We’ll be inviting the general public and publicizing it on local television, radio, and in the newspaper.
In 2007, IU South Bend celebrated forty years of granting degrees on this campus. Though the university has its roots back to 1915, we did not get our own campus until 1960. Previous to this, the school shared space with Central High School downtown, and before 1967, all students attending classes at the South Bend campus had to go to the main campus at Bloomington to finish with a degree. The Archives was a key player in IU South Bend’s celebration of this important anniversary. We created commemorative displays and I collaborated with our Instructional Media Services unit to record alumni recalling their times attending IU South Bend. It was a wonderful opportunity to let alumni know that there is a body that collects campus history – and is interested in their stories and voices. 

I truly love what I do as an archivist. It works my intellectual, professional, and personal muscles all of the time. I feel like I’m an athlete who gets an invigorating workout every day… I’m working all the time to reach new peaks in strength, knowledge, and endurance!
