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The Director of the Alabama Department of Archives and History is responsible for the 
administration of the Department under the oversight of the Board of Trustees and in accordance 
with state laws, state and federal regulatory requirements, policies established by the Board, and 
relevant professional standards of good practice and ethical conduct.  The Director is also 
responsible for representing the Department across the state in historical, archival, and museum 
activities; for nurturing public support for the Department and its work; and for serving outside 
the Department on a variety of boards and commissions related to Alabama history.  In carrying 
out these general duties, the Director will perform the following tasks: 
 
 
1. Establish and implement an ongoing planning system to guide the work of the 

Department. (10%)    
(This task will be accomplished primarily by developing and submitting annually to the 
Board of Trustees a planning document that outlines the work of the Department, 
specifies task areas for guiding and tracking department operations, and identifies areas 
of priority effort that are of greatest importance for the Department in meeting its long-
term responsibilities.) 

 
• Ensure that the planning process allows for the consideration of ideas and 

concerns from major constituent interests connected with the Department. 
• Ensure that the planning process reflects the best current professional standards 

and practices. 
• Ensure staff participation in the development of the plan. 
• Ensure that the results of the planning process are communicated to staff and to 

outside groups interested in the work of the Department. 
 
2. Oversee Department staff in the implementation of the departmental plans and in 

carrying out the statutory duties of the Department. (35%) 
  

• Hire and retain the best possible staff in terms of professional qualifications, work 
habits, and commitment to the work of the Department. 

• Assist staff members in setting clear understandings of their work duties, 
priorities, and requirements. 

• Assist staff in securing the resources needed to carry out their work. 
• Monitor the effectiveness of Department staff members in carrying out their work, 

providing corrective direction where necessary and recognition where 
appropriate. 

• Ensure that the Department’s financial planning is sound and that the financial 
responsibilities of the Department are properly managed. 

• Ensure that the most important priorities identified in the Department’s planning 
process are properly addressed. 



• Establish a standard of quality and professionalism that reflects high standards 
and that will bring credit to the Department, ensure confidence in its work, and 
build loyalty among its constituents. 

• Establish a service environment within the Department that is courteously and 
efficiently responsive to constituents. 

• Support continued professional development for members of the Department 
staff. 

 
3. Provide the Board of Trustees with the support and information it needs to meet its 

responsibilities in overseeing the work of the Department. (10%) 
    

• Ensure that Trustees are kept sufficiently informed of the work of the Department 
and of issues it faces to participate effectively as members of the Board of 
Trustees. 

• Prepare and distribute in advance of each meeting a report summarizing the work 
of the Department during the preceding quarter. 

• Prepare a proposed agenda with major issues of importance to the Department and 
with background information needed by the Board for considering those issues. 

• Provide support for an annual detailed program planning and review process by 
the Board as required by Board by-laws. 

• Respond appropriately to concerns raised by members of the Board. 
 
4. Ensure to the greatest extent possible public awareness of the work of the 

Department, and, through that awareness, nurture and strengthen outside support 
for the work.  (20%) 

  
• Develop effective working relations with the Governor’s Office, the Finance 

Department, and the Legislature, ensuring prompt and accurate responses to all 
appropriate requests and keeping key officials informed of the work, priorities, 
and needs of the Department. 

• Nurture and support the Friends of the Alabama Archives as an organization that 
helps promote a wider awareness of the work of the Department and that provides 
assistance to the Department in carrying out that work. 

• Support the development of the Alabama Archives and History Foundation and its 
mission to raise money for capital projects at the Archives. 

• Expand awareness of the Archives and its work through relations with other 
groups in Alabama interested in the state’s history and in the overall betterment of 
the state. 

• Use available information media to increase public understanding of and support 
for the Department and its work. 

 
5. Represent the Department in outside organizations as required by Alabama statute 

or by other formally designated assignments. (15%) 
 



 
• Chairman of the State Records Commission and the Local Government Records 

Commission 
• Chairman of the Alabama Historical Records Advisory Board 
• Member of the Alabama Historical Commission 
• Member of several state organizations established to honor Alabamians 
• Member of committees or working groups set up from time to time to address 

special issues, such as information policy, technology, tourism, and special 
commemorative events 

 
6. Maintain knowledge of appropriate historical and professional issues affecting the 

work of the Department sufficient to ensure that the planning and work of the 
Department reflect current standards of good practice and professionalism. (10%) 

  
• Monitor professional and historical literature in areas associated with the work of 

the Department. 
• Participate appropriately in continued professional and historical educational 

opportunities. 
• Nurture links between the Department and professional and historical associations 

with which the Department shares mutual interests. 
  


