We are Hiring!
Canadian Association of the Deaf – Association des Sourds du Canada (CAD-ASC) is looking to hire the following position:
Corporate Archivist (Ottawa, ON)
SALARY:
$20.00 an hour

CONDITIONS:
Full time, or 35 hours a week for 8 weeks. 

· Review, sort, and organize historical documents, records, photographs, publications, and other archival materials housed at the Canadian Association of the Deaf - Association des Sourds du Canada (CAD-ASC) office. 
· Digitize physical records using scanners and other equipment, ensuring high-quality digital copies and proper file naming conventions. 
· Create and maintain a structured digital filing system that aligns with archival best practices and CAD-ASC’s internal information-management needs. 
· Assess the condition of older documents and identify items requiring preservation, special handling, or priority digitization. 
· Catalogue and index archival materials to support long-term accessibility, including adding metadata, dates, descriptions, and keywords. 
· Assist in documenting the history of CAD and Deaf community milestones by organizing materials into chronological or thematic collections. 
· Manage digital storage, including organizing folders, backing up files, and ensuring secure long-term file preservation. 
· Prepare summary reports, inventories, and documentation on digitized materials for CAD-ASC leadership. 
· Maintain confidentiality and follow CAD-ASC protocols regarding handling sensitive or historical records. 
· Support the development of future public-facing archival or historical resources by identifying items of significance for potential exhibits, publications, or communications. 
· Demonstrate CAD-ASC values of accessibility, respect, Deaf leadership, collaboration, and accountability in all archival activities.

REQUIREMENTS:
· Ability to work as part of a team, to interrelate with all levels of staff in a professional manner, to work with minimal supervision to multitask, and continually prioritize duties.
· Excellent interpersonal, communication (signed and written), and organizational skills.
· Proficiency in the use of Microsoft Office suite including Word, Excel, Outlook, Power Point, Teams and Adobe.
· Knowledge and proficiency of written English and ASL or written French and LSQ required. Bilingualism or knowledge of both ASL and LSQ an asset. 
Thank you for your continued interest in the Canadian Association of the Deaf – Association des Sourds du Canada (CAD-ASC).  At CAD-ASC we value and celebrate the principles of equity, diversity, inclusion, and belonging, as they are integral to the enrichment of our work environment. We believe that by fostering an inclusive and diverse community, we can achieve our mission of removing barriers to communications to all individuals. 
We encourage applicants from all backgrounds to apply. We welcome those who would contribute to the further diversification of our organization including, but not limited to women, racial or ethnic minorities, First Nations, Inuit, and Métis peoples, persons with Disabilities, and 2SLGBTQI+ communities.
At CAD-ASC, we are committed to ensuring accessibility and accommodating the needs of all candidates throughout the entire selection process. Our recruitment team is available to assist individuals with any inquiries or concerns regarding accessibility and accommodations at any stage of our recruitment process. We invite you to reach out and let us know how we can best support you. We look forward to welcoming diverse talent into our team and continuing to make a positive impact in the communities we serve.
Please submit your resume and cover letter that clearly identifies your capacity to communicate in ASL or LSQ by June 5, 2026 and your availability for an interview to  https://www.jobbank.gc.ca/jobsearch/jobpostingcsj/49338779?source=searchresults and connect with info@cad-asc.ca and/or admin@cad-asc.ca with any questions or accommodations request.
