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About the 
Smithsonian 

Libraries 
and Archives





Total library volumes exceed 2.8 million, more than 100,000 of which are rare books, complemented 
by 10,000 manuscripts. The Libraries and Archives houses the nation’s largest collection of 

commercial catalogs—490,000, representing more than 32,000 companies dating from the 1810s. 
The Libraries and Archives also provides access to over 300,000 electronic resources, such as 

journals and subscription databases, for researchers.

The Libraries and Archives holds approximately 44,000 cubic feet of archival records 
and nearly 3 million photographic images. The collections include official records of the 
Smithsonian, personal papers of individuals associated with the Smithsonian, oral and 
video histories, and other special materials that document the staff, research, events, 
exhibitions and facilities of the Smithsonian.









SLA Locations Outside of Washington, DC
New York, NY SLA Locations:
Cooper Hewitt National Design Library

Maryland SLA Locations:

Vine Deloria Jr. Library of the Smithsonian National 
Museum of American Indian
Museum Support Center Library 
Smithsonian Environmental Research Library

SLA International Locations:
Earl S. Tupper Library, Smithsonian Tropical Research 
Institute (STRII) , Republic of Panama



Dibner Library of the History 
of Science and Technology



































Sounds Great…Sign me UP! 
But How Can I Get a JOB At SLA?



A bit about the Smithsonian…
What it means to be “federal-ish” … not:

• A Federal Agency (like Department of 
Transportation)

• An Independent Agency (like the EPA)

• A Legislative organization (like the 
Library of Congress)



A bit about the Smithsonian…

• The Smithsonian is a “Trust Instrumentality” of the United 
States (see SIA’s SI Legal history)

• The Smithsonian receives Federal funds for programs and 
operations

• About 66% Federal Employees, 34% “Trust”. See SI People
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A bit about the Smithsonian…

• At the Smithsonian, “Trust” includes positions funded by:
• Non-Federal grants
• Donated funds
• Earnings on individual and central endowments
• Revenue from Smithsonian Enterprises (SI Magazine, Shops, 

restaurants, etc.)
• For many (but not all) positions, the Trust and Federal processes are 

the same



A bit about the Smithsonian…

Exceptions:

• Directors of Smithsonian museums, SLA, etc.

• Advancement (fundraising)

• Smithsonian Enterprises (commercial activities)



Smithsonian Position Cycle
1. Position Classification

2. Position Description

3. Job Analysis | Rating Plan

4. Job Announcement

5. Review of Applicants

6. Interviews

7. Selection

8. Background Check

9. On board!



Smithsonian Position Cycle
Position Classification

This is the first step in creating 
a position and determines the 
broad category of  work.



Position Description (PD)

This is the actual job you will 
do. The PD outlines:

• Job Duties

• Job Factors

Smithsonian Position Cycle: Position Description



Smithsonian Position Cycle: Job Analysis | Rating 
Plan

These documents are created 
by the hiring manager and 
determine the qualities being 
sought in a candidate. They will 
also determine the questions 
asked in your application.



Smithsonian Position Cycle: Rating Plan



Smithsonian Position Cycle: Rating Plan



Smithsonian Position Cycle: Job Announcement
Review the job announcement 
carefully  and be sure you cover 
those knowledge, skills, and 
ability portions in your resume



Smithsonian Position Cycle: Job Announcement



SLA Job Search Result Descriptions

SLA JOB Title  

COVID-19 Vaccination 
requirement

SLA jobs will be listed as  
GS =Grade Scale, SL=Senior Level

IS= Trust Position
1400 – Series of the job specific to librarians

GS-09 – Grade or level you begin.

Job closing date. 
You must apply 
by this date. No 
exceptions.Telework Eligibility 

Job summary including  SLA locations 
and Departments – this is often a 
general list so make sure to double 
check the locations when you apply for.

(This is an example of a SLA Posting) 



Smithsonian Position Cycle: Review of Applicants

Applicants will be reviewed and 
ranked according to the rating 
plan. 

1. Do you meet basic 
requirements?

2. Score on specific factors

3. Added to a “Certificate of 
Eligibility” (“cert”)



Smithsonian Position Cycle: “The Cert”

Qualified applicants are placed on a 
“cert” that is given to the hiring 
manager. 

Applicants are selected for interview in 
order of qualifications. 
A candidate must be selected from the 
“cert” within a fixed time or the 
position expires and must be restarted.



Smithsonian Position Cycle
1. Selection

2. Background Check

3. On board!



I applied … why haven’t I heard anything?

1. Read the OPM FAQ on “What to 
Expect After You Apply”

2. The “cert” expired before a 
selection was made.

https://www.dol.gov/general/jobs/what-to-expect-after-you-apply


Tips for Applying for Smithsonian Jobs

• If you’re new to the Federal or Smithsonian hiring process, please 
read up on the Office of Personnel Management (OPM) FAQ for job 
seekers 

• or this handy page from Tips For Applying for Federal Jobs (from the 
Smithsonian’s very own Environmental Research Center)

https://www.opm.gov/FAQS/topic/employment/index.aspx?cid=5d9058d6-78fb-42a2-9d2a-9d14c22982f0
https://serc.si.edu/job-openings/tips-applying-federal-jobs


Tips for Applying for Smithsonian Jobs
• Read the position description very carefully

• Design your functional resume to match the knowledge, skills, and abilities as 
outlined in the position description (more upcoming)

• It is always good to include a cover letter that explains you interest in the position 
and your qualifications. BUT, be sure all qualifications are in your resume as that 
is what will be evaluated first!

• Have unofficial or official transcripts from all your higher education ready to go



USA Jobs

• The great majority (but not all!) Smithsonian 
positions are posted to USA Jobs. 
• Create an account/profile on USA Jobs, it will save you 

time when your dream position comes up!

• Use the “job alert” feature of USA Jobs to get emails 
when a type of position you’re interested in is open for 
applications

https://www.usajobs.gov/help/faq/application/documents/resume/what-to-include/


Tips for Applying for Smithsonian Jobs: Your 
Resume
• Functional Resume vs. CV

• Functional Resume Examples

A functional resume template does not focus on your 
chronological work history but on your skills and 
experience. Functional resumes are also effective for job 
seekers whose work history is not directly related to the 
job.

In functional resumes, specific skills and capabilities are 
emphasized to underscore the abilities of the person. 

This approach of functional resume templates is 
different from a traditional resume that displays a 
timeline of work experience in reverse chronological 
order with brief descriptions of each job.

https://www.hiration.com/blog/functional-resume/


Nilda Lopez, Reference Librarian
Cooper Hewitt, Smithsonian Design Museum Library
Smithsonian Libraries and Archives



What to Expect from a Federal/Smithsonian 
Job
• Pay and Locality Pay: OPM Pay Tables
• Benefits
• Health Care
• Life Insurance
• Paid Sick Leave (4 hours per pay period)
• Paid Annual Leave (4-8 hour per pay period)
• Pre-tax health and dependent care accounts
• Commuter benefits

https://www.opm.gov/policy-data-oversight/pay-leave/salaries-wages/2022/general-schedule/


Some Upcoming SLA 
Positions
• Reference and Research Center 

Librarians across many of our locations
• Digital Imaging Specialists and 

Technicians
• Computer Programmers
• Resource Description Librarian
• Video Preservation Specialists
• Cooper Hewitt Collections Curator



Resource Links: Smithsonian
• Smithsonian: Work With Us

• Current Smithsonian Position Openings

• Tips For Applying for Federal Jobs (from the 
Smithsonian’s Environmental Research Center)

https://www.si.edu/work-with-us
https://www.si.edu/OHR/jobs_public
https://serc.si.edu/job-openings/tips-applying-federal-jobs


Resource Links: General
• OPM Position Classification Standards | Functional Guides | Job Analysis 

Template | OPM Job Seeker FAQ
• Library and Archives Group (1400)

• GS-1410 (librarian) | GS-1411 (library technician) | GS-1412 (technical information 
series) | GS-1420 (archivist) | GS-1421 (archives technician)

• Information Technology Group (2200) | Program Management Series (340) | 
• USAJobs | Careers at the Library of Congress
• OPM Pay Tables | Federal Benefits | Resume Tips from USAJobs

https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-positions/
https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-positions/
https://www.opm.gov/policy-data-oversight/assessment-and-selection/job-analysis/job_analysis_handout.pdf
https://www.opm.gov/FAQS/topic/employment/index.aspx?cid=5d9058d6-78fb-42a2-9d2a-9d14c22982f0
https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-positions/
https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-positions/standards/2200/gs2200a.pdf
https://www.opm.gov/policy-data-oversight/classification-qualifications/classifying-general-schedule-positions/standards/0300/gs0340.pdf
https://www.usajobs.gov/
https://www.loc.gov/careers
https://www.opm.gov/policy-data-oversight/pay-leave/salaries-wages/2022/general-schedule/
https://www.usa.gov/benefits-for-federal-employees
https://www.usajobs.gov/help/faq/application/documents/resume/what-to-include/


Thank You and Questions

Twitter: @evangelestia  and @UDCMRK


