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Job Title: Assistant Director 
Department:  Historical Commission 

_____________________________________________________________________________________ 
The intent of this listing is to give a general indication of the level of difficulty and responsibility of this 
position.  It requires performing office management and administrative tasks for the Historical 
Commission.  This position reports to the Director of the Historical Commission (County Historian). 
 

Job Summary 
 

This position greets and provides assistance to visitors, answers the phone, conducts tours, retrieves 
records, and performs related duties in gathering and preserving historical records of Darlington County.  
Duties include considerable knowledge of the practices, procedures, rules and regulations of the 
Historical Commission; people, places, and events pertaining to Darlington County; and the general 
office operations, functions, and procedures.  The Assistant Director reports to the Director of the 
Historical Commission (County Historian).  
 

Essential Functions  
 

1. Greets visitors and provides assistance and information as requested; locates and retrieves 
information, makes copies, and performs related tasks. 

2. Returns information to the appropriate file locations; sorts, arranges and indexes various records 
including those associated with courts, schools, churches, businesses, private, etc. 

3. Cuts out old news clippings and compiles/assembles same to be filed appropriately. Completes 
requisitions, orders, and other records and documents as required. 

4. Accepts fee monies as necessary from the public and performs necessary bookkeeping duties 
related thereto.    

5. Maintains petty cash records. 
6. Answers incoming calls, performing various related duties such as providing guidance and 

assistance, routing calls to appropriate personnel, department or agency, taking messages, etc. 
7. Orders and maintains inventory of operational supplies, printed materials, and other items.  
8. Coordinates the purchase of equipment and other items under the approved budget.  
9. Coordinates the acquisition of needed resources for minor repairs, painting, etc. 
10. Utilizes and maintains a variety of equipment, supplies, and tools including a typewriter, copier, 

computer, digital scanner and related equipment, copier, telephone, scissors, knife, glue, and other 
supplies. 

11. Retrieves information from various locations in the building.  
12. Runs general work-related errands as requested. 
13. Conducts guided tours throughout the designated areas of the facilities for out-of-town visitors. 
14. Performs minimal research in regional facilities when required. 
15. Performs extensive research within the facility to assist in fulfillment of patron work orders. 
16. Consults with the Director in preparing Annual Budget and Grant Applications for the Department. 
17. Monitors budget and grant status, coordinating progress with the Director and County 

Administrator's Office. 
18. Performs other duties as assigned. 
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Qualifications 
 

1. High school graduate with one to two years of related experience in a clerical or archival position; or 
any equivalent combination of training and experience which provides the required knowledge, 
skills and abilities.  

2. Must be able to type at the corrected rate of thirty-five words per minute. 
3. Must have a valid SC driver's license. 
4. A criminal background check will be completed on selected applicant if a current one (less than 3 

years old) is not on file. 
 

Requirements 
 

1. Must have the ability to compile, organize, prepare, and maintain an assortment of records, reports, 
and related information.  

2. Must have the ability to comprehend, interpret, and apply regulations and procedures.  
3. Must have knowledge of the reports, records, files and letters which must be prepared, processed, 

and maintained in order to meet the requirements of the department. 
4. Must have working knowledge of how to operate a variety of equipment and machines such as a 

computer, typewriter, adding machine, scanner, and etc. 
5. Must be proficient with the Microsoft Office Suit. 
6. Must have good organizational, and human relations skills. 
7. Must possess the able to maintain an effective filing system.  
8. Must have the ability to type at the required corrected rate. 
9. Must be able to lift and regularly carry up to 25lbs, up and down stairs. 

 
Salary:  $12.81 hr. w/State Benefits 
Apply in the Darlington County Administrator's Office, 1 Public Square, Room 210 (Courthouse), 
Darlington, SC 29532 or obtain an application online at www.darcosc.com; then mail to above address 
or email to gwinburn@darcosc.net 

 

AN EQUAL OPPORTUNITY EMPLOYER COMPLY WITH ALL FEDERAL AND 
STATE LAW AS THEY APPLY TO EMPLOYMENT 

 

RESUMES WILL NOT BE ACCECPTED WITHOUT A COMPLETE APPLICATION 


	Salary:  $12.81 hr. w/State Benefits

