
 
 
Job Title: Information Officer 
 
Summary: This position and all of its components are dedicated to managing, maintaining, and improving the 

digital and physical archives, databases, and records of Educational Perspectives. Duties include, but are 
not limited to, managing and maintaining customer/client databases, serving as IT liaison and project 
manager with external contractors, and cataloging and maintaining archives and reference library 
materials.  Excellent communication skill are required. This position offers excellent career and salary 
potential. 

 
Essential Duties and Responsibilities: 

- Digital and physical archive and library resource management 
- Database management and development (CRM, library holdings, security records, etc.) 
- Project management responsibilities for IT and new product development 
- Website and web-content management and updates 
- Management of our digital document delivery system 
- Server and IT equipment maintenance and backup, security system and network management  

Requirements: 
- Bachelor’s degree (Master’s degree preferred) in Library and Information Science, or related field 
- Excellent verbal and written communication skills and acute attention to detail 
- Project coordination and management skills 
- Ability to organize reference materials in a logical and user friendly manner 
- Extensive knowledge of Microsoft Word, Excel, and Access, Microsoft Dynamics 

Preferred Skills: 
- Experience working in higher education 
- Digital Archive and Library cataloging experience 
- Basic to intermediate programming skills and experience 
- Experience in library research and familiarity with reference materials  
 

This is a full-time salaried position located in Chicago (Loop). We offer a comprehensive and generous benefits package. 
 

 Compensation:  $45 - 55K per annum based on experience, with excellent growth potential.  
  
  Start date: Open until filled  
 

 Please submit a letter of interest and resume in confidence to: 
 
 Kenneth Warren 
 President 
 Educational Perspectives, nfp 
 P.O. Box A3462 
 Chicago IL 60690-3462 
 
 Or: hr@edperspective.org 
 
 Telephone inquiries will not be accepted. Visit www.edperspective.org to learn more about our organization. 

Educational Perspectives is a not-for-profit public service organization that does not discriminate on the basis of age, 
disability, ethnicity, gender, marital status, race, religion, or sexual orientation in our hiring practices or work 
environment. 
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