
SAN DIEGO HISTORY CENTER  
PHOTOGRAPH COLLECTION INTERNSHIP  
 
REPORTS TO: Senior Archivist, Photograph Collection 
SCHEDULE: Fall 2017; hours to be determined in accordance with 
academic requirements 
COMPENSATION: Unpaid; academic credit offered 
 
 

ABOUT SDHC 
 
The San Diego History Center tells the diverse story of our region – past, present, and future – educates 
and enriches our community, preserves our history, and fosters civic pride. 
 
SDHC is the steward of our heritage and the principle resource for San Diego history – collecting, 
preserving, and displaying collections of regional history. SDHC presents dynamic, engaging exhibitions 
highlighting what makes San Diego unique. We serve as a lifelong learning center for all members of our 
community, providing programs for school children, families, and adults. The Research Archives serves 
residents, visitors, scholars, students, and researchers, both onsite and online.  
 
Our vast regionally and nationally significant collections contain 45 million documents – business, public, 
architectural records, maps, diaries, and manuscripts; 2.5 million historic photographs (one of the largest 
regional photography collections in the western United States), 1,700 oral histories (the largest in 
California), 15,000 objects; 7,000 pieces of historic clothing, a significant collection of fine art, and 
hundreds of reels of motion picture film.  

SUMMARY  

SDHC is pleased to offer an internship in our photograph collection. This internship is intended for a 
student who is interested in and studying to work in a museum or archive. The successful candidate will 
be responsible for processing and cataloging the photograph collection in the collections management 
database, PastPerfect. Other duties may also be assigned. 

QUALIFICATIONS/SKILLS 

 Currently enrolled in a Bachelor’s or Master’s degree program in the field of museum studies or 
library science 

 Be able to identify photograph formats 

 Some practical experience processing and cataloging collections (photographs preferred) 

 Familiarity with collections management systems (PastPerfect preferred) 

 Strong organizational skills and attention to detail 

 Excellent communication and time management skills 

 Ability to work independently and take direction; willingness to ask questions 

 Physical Demands: sitting, standing, bending, kneeling, and lifting or moving objects up to 20lbs.; 
working in varying lighting, and ability to work in a colder climate controlled environment for short 
periods of time 

 
OUTCOMES 

This internship will provide practical skills in basic museum cataloging and processing. Using SDHC’s 
cataloging procedures, the intern will gain experience creating records in PastPerfect, properly housing 
and storing photographs, and standard procedures for processing and cataloging collections per archival 
and institutional standards. The intern will gain an understanding of the organization and inner workings 
of a museum and archives. 


