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I began working at the National Press Club as an intern completing a 140 hour internship as part of the University of Maryland HiLS program, the same program that Heather had completed only a few years before me. A month and a half into my internship Heather informed me that she was resigning and asked if I would be interested in the position since I was graduating in a few months.  I decided that by accepting the job I would be guaranteed a job right out of school so I agreed to apply.  The morning that Heather turned in her resignation she suggested to the Library Director that I might be a good candidate for the job. I turned in my resume and later that afternoon I was hired.

Once I was hired it took me some time to adjust since I couldn’t start full time until I graduated.  I kept in touch with Heather on a regular basis until I was able to find my way around the collection.  Heather laid some important groundwork for me during her time at the National Press Club.  She created some basic inventories including spreadsheets and databases which allowed me to navigate the collection and served as a springboard for me to begin creating finding aids and organizing the collection into record groups and manuscript collections.  The transition was relatively smooth as Heather had the opportunity to train me and explain the procedures that she had established during her four years at the Club.  Before she left she created a useful manual explaining the daily operations for which I was responsible.

One of the first things I established was a collection policy, something that had never really existed. This way I was able to set limits on what we could and would accept for the archives.  The archives as it was did not have much structure or organization other than some things that had been inventoried nearly ten years previous to Heather’s arrival.  When I was hired, Heather was in the process of developing a collection policy so I continued to revise the policy that she created until I was able to strike the delicate balance needed to suit my needs as an archivist and appease the library board and membership.  For example, the library board wanted to accept almost anything journalism related, which would overcommit me and the physical space of the archives.  I need to narrow the focus to collections that made a significant contribution to the overall collection.  I was able to build in some “outs” within the policy so that I wouldn’t get stuck accepting collections if I really didn’t want them nor had the resources to deal with them.  So far the policy has served me well, although I occasionally end up with a few unwanted items because a board member accepts a collection on behalf of the archives without checking with me first something that happens in most institutions.

Before Heather left she also laid the groundwork for something even more important, a new space.  When I arrived she had started organizing the collections into labeled boxes and shelving them together into related groups of materials or defined collections.  With inadequate shelving and more materials coming my way I worked to make space by consolidating boxes that were half full and using all available space.  In some cases I took the liberty of removing items from their frames to preserve the items and conserve space.
I kept dropping strong hints to upper management that the archives needed a new climate controlled space especially with our centennial only a few years away.  I would mention leaks anywhere near the archives, bugs, dirt, and would purposely wear a dust mask and rubber gloves so I looked like I was going into a contaminated area.  I also began refusing to wear my dress clothes and would wear jeans and t-shirts if I intended to spend any time in the archives.  By the fall of 2004 there was talk of the National Press Club taking over a large suite on the 4th floor of the National Press Building.  I took the opportunity to mention that if there was enough space in the suite I could use it to establish a “professional” archive for the club.  Apparently my argument about the centennial coming up fast and furious did the trick.  I was told that there was a “windowless space with lots of pillars” that was useless for the broadcast studio which they were planning to build.  This was my chance to jump and I did.  I soon found out that the space was big enough for the initial move but not big enough for growth.  Either way something was better than nothing.
The library director and I began contacting architects who worked on other libraries, special collections and archives.  We selected an architect who had plenty of experience with significant collections and historic houses.  Without warning we were told that another architect would be hired for the entire project.   Since the archives was built in the same suite as the new broadcast studio and the archives was only a small portion of the project, we were told our architect could act as a consultant but could not work with us on designing the archives.  Needless to say the architect had no interest in being a consultant and we were stuck with architects and designers who had no experience designing a library or an archive.  
It was a difficult task to educate the designers and architects about my needs.  They didn’t understand climate controlled storage and often tried to push form over function. I had to repeatedly explain that I needed a clear view of the researchers and not have my desk shoved in corner.  I also had a terrible time convincing them that climate control and lighting was more important than anything else in the storage area.  My biggest hurtle was purchasing furniture for the space.  After butting heads with the director of the Broadcast Operations Center (the other major occupant of the suite) I finally caved and went with her choice on the furniture supplier.  
The compromises, however, were certainly in my favor.  After months of struggles and battles over what should go where and how the space should be designed, the project was completed by early 2006.  Although it isn’t perfect due to budget constraints and lack of communication between the architects, engineers and construction crew the materials are now housed in a climate controlled facility.  Even though I was forced to sacrifice some things that I would consider essential such as a redundant HVAC system and backup generator, the project was a success and we are looking forward to the next phase of expansion in 2008.  Maybe this time I can correct the mistakes that were made the first time and hire the architect we wanted the first time around.
With a new space comes a new challenge.  The first and biggest challenge was to get everything packaged and boxed properly for the move.  Not to mention I needed a complete inventory of the boxes to make sure everything made it through the move.  Luckily I was moving to a new location within the same building so I didn’t need to prepare for rain or other outdoor conditions.  With a team of two interns, boxes, bubble wrap, packing tape, and blank labels we spent a total of 3 months in the fall of 2005 boxing, marking and inventorying everything that needed to move.  By using a chart with the new shelving and its measurements I plotted what collections would go on what shelves so that the items could move into their new home in an orderly manner.  The boxes were color coded and a master list was created.  I assembled a group of 10 volunteers, mostly NPC members and interns, plus myself, the library director, and two porters to help move all of the materials from the basement to the 4th floor.  The items were moved in order according to the inventory so that the volunteers on the 4th floor could check in the materials and put them on the shelves.  Copies of the lists were put on each shelving range to direct the volunteers as to where the boxes should go.
After the move it was time to start making some sense out of this organized chaos.  Although the boxes were shelved according to record groups and manuscript collections no official record groups or manuscript collections were formally established.  A few finding aids had been done previously but some were outdated and none were consistent.  So first things first, I began working on “the big binder.”  I got a large binder with several sets of dividers and started working on establishing record groups, manuscript collections and then standardizing the finding aids.  Again, with the help of interns and of course the archives listserv, I was able to get an established list of record groups and manuscript collections with appropriate numbers based on how they fit within the collection.  After updating some of the established finding aids I had my interns begin work on the collections.  Despite my continuing efforts I still don’t have any of the finding aids online with the exception of a few PDF files.  Each semester I have interns diligently working on creating finding aids and entering the information into our Re:discovery database in the hopes that one day the database will be available online for researchers.
So now you are asking what IS Re:discovery?  Back in 2005 I started to look into various software programs that would allow me to get our holdings online.  Heather had purchased InMagic during her term but after testing the system and consulting with her I decided to look at other products that might be more suitable for our needs.  I needed something that we could use for both the library card catalog and the archives.  Based on those criteria I went with Re:discovery.  Although I’ve had the system for two years now, it is taking me a long time to get data into the database. This is not the fault of the software but rather my lack of time.  I am also trying to consolidate some of the other databases that I am currently using by entering that information into Re:discovery.  I’ve kept up with the databases created by Heather and other library staff as a fall back which provides me with information I can’t get anywhere else.  Just recently I purchased the images module for Re:discovery which will allow me to begin cataloging our artifact and photograph collections.  
Over the course of this presentation you have heard me speak extensively about interns.  For a lone arranger interns and volunteers keep the archives alive.  With a limited budget, including no budget to hire an extra staff person and an abundance of students from the local universities seeking experience, I accomplish most of my work using students.  I realize that not all archives have the same kind of pool or any pool of interns to assist in its daily workflow.  Luckily I have a few things on my side, my location, the size and type of institution, and I make sure to get my name and institution out there.  I’m always amazed at how many students are out there willing to work for free just for experience.  I’m also amazed at how many students are experienced professionals changing careers.  Because I have so many projects requiring various skill sets I can offer experience for several types of students and suit projects to a student’s needs or desires.  
By using the extra help provided by my interns I have been able to create or update finding aids for large portions of the collection.  The majority of the collections, however, are still unprocessed but over the last three years we have been able to create 24 finding aids and have begun posting some of them in PDF form on our website.  Eventually we will post these finding aids in EAD through the website.  I hope that by teaching my interns how to use the Re:discovery database our photo and artifact collections will be cataloged including our finding aids which will be searchable on the web.
Before I arrived at the National Press Club, Heather had plans to create a website.  I took her plans and began creating my own site and web pages.  Creating a website for the archives has been crucial in getting the word out to potential patrons.  Before the website and even now I have people contact me and say “I didn’t know the National Press Club had an archive!”  Since I began creating web pages in 2004 there have been two versions of the website and I hope it continues to improve and provide more information to potential researchers.  Currently the site has information on our collection policy, reading room rules, application for research, archive services (including pricing), collections held by the archives, directions, hours, and contact information.  Although the website isn’t fancy it does provide researchers with basic information that they need before contacting me with further questions.  
The website is only one outreach activity which I have been working on over the last few years.  Two years ago I created a brochure which I use for both outreach and in-reach activities.  The brochure is simple, like the website, and is something I can easily produce on my own.  I developed the brochure using Microsoft Publisher which was already available on my computer.  It isn’t the greatest program but it is slightly better than word (you can do more with graphics) and works just fine if you don’t have any other options.  In order to get people interested in the archives I used photographs of recognizable people or historic events in Club history such as FDR and JFK receiving their membership cards and NPC activities.  The brochure also contains some of the same basic information that is available on our website such as who we are, how you can donate, what are our services, and how to contact the archives.  Once the brochure was created I printed it using brochure paper from the local office supply store and used our color printer.  I folded them myself and have them strategically placed throughout the club.  I also take them with me when I go to events where I can promote the archives.  For example, Last year I held an open house during the annual SAA meeting and placed my brochure at the DC information table to get people to come on their own if they had time.  
I have used the brochure in other outreach activities such as Archives Week in DC where I had a table in the National Archives.  I set up a poster that I had created, flyers about internships, brochures, and my laptop which ran the trailer for our upcoming centennial documentary.  I had several students drop by, a few potential interns, and a few people looking for jobs but more importantly, they knew that the NPC had an archive.  I had the same set up for National History Day at the Martin Luther King Jr. Library in DC.  Again, it provided more exposure for the archives.  I’m always looking for opportunities to go out and promote the archives.

In order to promote the archives internally I regularly make use of the two exhibit cases I that are available to me.  I have a small case located in our fourth floor space within the broadcast studio and another larger case in the elevator lobby which is a high traffic area.  The smaller case is dedicated solely to archives materials.  I don’t get to rotate the materials as often as I would like, however, there is always something there to catch the eye of patrons using the broadcast center.  The larger case has much better exposure but is only available to me for a few months at a time.  It is a good way to show off different collections housed in the archives and to promote the archives to both members and non-members who are attending events on a daily basis.  As part of our upcoming centennial in 2008, I was given permission to contract with a vendor to produce two museum quality exhibits using materials from our archive.  I am hoping that both exhibits can be used for in-reach and outreach purposes.
Besides the exhibit cases I like to promote the archives by setting up tables with brochures an information at different club events such as the annual book fair and our gold and silver owl “Hoots.”  You may be scratching your heads right now and asking yourself, “What is a hoot?”  Every spring and fall the 25 and 50 year members, known as owls, get together for dinner and an evening of entertainment.  Not only do I set up a table at these events I make my way around the room at cocktail hour and chose a table of people to sit with whom I haven’t met before.  The reasons for this are two-fold, one, to get my name and face out there to let members know I want what they might have and also to warm them up to the idea that the archives is where their history is being kept alive.  That in turn will prompt donations either small monetary donations or items that may fill in some of the gaps in our collections.  Although I may not see money or items come to me right away I tend to see some things come my way after someone has passed on.  Yes, it is a morbid thought but it is how archives survive.  I also try to be nice and accommodate our members as much as possible because you never know where your next donation may come from.  

As lone arrangers we are often times not exempt from taking on the duties of fundraising to continue the archives and to keep our jobs.  My current budget pays for basic needs such as my salary, the rental and maintenance of the archives facility, supplies, and some professional activities such as conferences and workshops.  For items such as basic office equipment I have some of the basics and have to share others.  In order for me to receive what are deemed unnecessary expenses I have to find my own funding.  Each year I contact several foundations to fund specific projects.  Often times I’m turned down immediately and sometimes I get through round two before I’m turned down.  So far I’ve had no luck with foundations but have had some success with grants.  I have applied for several grants and received my first grant last year which funded the restoration of two reel-to-reel films in our archives.  Both grant applications and foundation applications are hard work and will leave you with more rejection letters than funds.  I’m often left to deal with this on my own as we just recently hired a development person and I only have a committee to deal with PR issues. The committee focuses on PR for events only and for events put on by members and never by staff.  It is also difficult for me to have articles published in the NPC newsletter as I am staff and not a member.  The library is now trying to introduce a regular newsletter to help promote the library & archives while also encouraging donations by showing the kinds of work that we do and acknowledging our donors.
Last year I applied for a $5,000 grant to fund disaster planning and training.  Unfortunately I did not get it but have re-applied for 2008.  Disaster planning and training for you and any staff or volunteers is essential.  If you don’t have a plan in place you may walk into work one day and find yourself trying to salvage what is left of your collection.  Although this has been a priority for me over the last three years I have not been able to complete a disaster plan on my own with all of my other duties and responsibilities.  Early this year I thought my worst nightmare had come true.  I walked into the suite where the archives are located only to find water everywhere and the ceiling falling down.  I asked our maintenance man what had happened and he said “oh good you are here, can you check the archives?”  No one had bothered to call me or even got the key to see if there had been any damage in the archives.  I was furious.  I later found out that everyone else in the suite but me had gotten a call at 3am about the broken pipe.  I immediately went to the General Manager and demanded that I be put on the call list.  His response was “what were you going to do at 3am, run a shop vac?”  OF COURSE!!  At the next library board meeting I requested that if I cannot receive grant funds for disaster planning and training then the board should approve the funding in my 2008 budget.  I have yet to get the motion passed but I will continue to try.
Trying to juggle all of these responsibilities has been increasingly difficult as time goes on.  I have worked hard to gain exposure for the archives as well as find funding and expand the archives as needed.  As a lone arranger organization and prioritizing your goals for your institution is essential.  In a way, you are your own boss, the leader and director of your domain even if you report to a higher authority.  Often times you are working for a division or director who doesn’t understand the first thing about archives and how it functions.  I am often confronted by members and researchers who can’t understand why I haven’t digitized everything in the archives.  Of course, that would be the solution to all of my problems, right?  Except that my biggest problem is, like everyone else, time and money.  As a lone arranger you are also an educator to those in and out of your organization that don’t understand your job.  Don’t be afraid to do what it takes to have your voice heard and your needs met.  If you state your case well you will not only gain job security but in the end you may have the potential to expand and/or hire an assistant.  
There are also a lot of staff members who don’t understand what it is that I do and don’t know how many hats I wear in any given day.  Usually when I explain the number of projects that I am working on for that day they have a better understanding as to why I can’t just drop everything and do what they ask.  I also have to educate both staff and members on what I want to keep for the archives and why.  I’m still struggling to get records from the various committees and office records from some of the department heads.  Sometimes they complain about having to save things or remembering to give me records but when they need them they are glad I’m there.

There are a few key things to keep in mind as a lone arranger.  
· First, keep in touch and become friends with your predecessors.  Their knowledge of the collection is invaluable.  
· Second, keep yourself organized and don’t try to take on too many projects at once even if you feel like you need to because your boss told you so.  Know your limits and make yourself heard. It will all get done in the end. 
· Third, make friends with the people inside your organization; you never know when or how they will be able to help you in the future.  
· Fourth, network with other lone arrangers and archivists, you never know who might be facing a similar situation and might have ways for you to resolve or overcome it.  
· Fifth, treat your patrons and donors well as they may become your best source for funding and support.  
· Sixth, use all available resources to get the job done.  Some of your best resources may be free or low cost.  
· Finally, if you fail try again.  Persistence is the key to success.
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