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Research Assistant

Collin County History Museum
300 E. Virginia Street
McKinney, TX 75069

Position Summary

The Collin County History Museum is seeking a curious, organized, and detail-oriented
Research Assistant to help research and respond to historical inquiries from members of
the community.

The Museum regularly receives research requests involving Collin County families,
individuals, historic homes and properties, businesses, buildings, organizations,
photographs, genealogy, events, and other aspects of local history. The Volunteer Museum
Research Assistant will help investigate these requests using the Museum’s collections,
archives, Research Room, PastPerfect collections database, online research resources,
and appropriate Al-assisted research tools.

This is a volunteer position and is ideal for someone who enjoys research, history,
problem-solving, and uncovering information. Professional museum or archival experience
is not required. We are primarily looking for someone who knows how to research, is
comfortable using a computer, pays close attention to detail, and is willing to learn the
Museum’s systems and resources.

Research requests may be received throughout the week. The Museum is open to the
public Fridays and Saturdays from 11 AM-5 PM, and availability to spend time at the
Museum during open hours is especially valuable so the Research Assistant can also help
visitors who come to the Museum seeking historical information.

Key Responsibilities
Community Research Requests

¢ Receive and assist with historical research requests submitted by members of the
community.

e Research questions involving Collin County people, families, properties,
businesses, organizations, buildings, events, photographs, genealogy, and local
history.
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¢ Review each request to determine the most appropriate resources and research
approach.

e Conductthorough research using multiple sources when appropriate.

¢ Documentresearch findings and the sources consulted.

e« Prepare clear, organized information that can be provided to the individual making
the request.

¢ Follow up onresearch questions when additional investigation is needed.

Research Room & Archives

¢ Conductresearch using materials available in the Museum’s Research Room and
archives.

e Locate historical documents, books, photographs, maps, directories, newspapers,
records, and other materials relevant to research inquiries.

e Assistvisitors who come to the Museum seeking information about Collin County
history.

e« Help visitors identify resources that may be useful to their research.

¢ Handle historical materials carefully and follow Museum procedures for accessing
archival resources.

¢ Help maintain an organized and welcoming Research Room environment.

PastPerfect Collections Database

¢ Searchthe Museum’s PastPerfect collections database for relevant photographs,
documents, artifacts, archival records, and other collection materials.

¢ Use names, dates, locations, subjects, keywords, and other search methods to
locate information.

o Cross-reference PastPerfect records with other Museum and external research
resources.

¢ ldentify potentially relevant collection materials that may require additional
investigation.

¢ Assist with documenting information discovered through research when
appropriate.

Experience with PastPerfect is preferred but not required. The Museum can provide
training for volunteers who have strong research and computer skills.

Digital & Online Research

¢ Conductresearch using reputable online databases, digital archives, historical
websites, newspaper archives, genealogy resources, and other digital tools.
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e Search publicly available historical records and resources when appropriate.

¢ Evaluate information found online and compare it with other available sources.

¢ Maintain clear documentation of digital sources used during research.

¢ Use sound judgment when determining the reliability and relevance of online
information.

Al-Assisted Research

¢ Be comfortable using modern technology, including appropriate Al-assisted
research tools, as one of several resources available for historical research.

¢ UseAltools to help identify potential research directions, search terms, sources,
historical context, and additional avenues for investigation.

o Verify Al-generated information against reliable primary or secondary sources
whenever possible.

¢ Understand that Al is a research tool and starting point rather than a replacement
for historical records, archival materials, or source verification.

¢ Bewilling to learn new digital research tools as technology and Museum research
practices continue to evolve.

Research Documentation

e« Maintain organized notes regarding research conducted for community requests.

e Record sources consulted and relevant information discovered.

¢ Clearly distinguish between documented historical information and information
that may require additional verification.

e Help create consistent procedures for tracking incoming research requests and
completed research.

e« Maintain confidentiality and discretion when working with information that may be
sensitive or personally identifiable.

e Help ensure research can be referenced again if similar questions are received in
the future.

Visitor Assistance

e Assistvisitors who come to the Museum seeking historical or genealogical
information.

¢ Help visitors navigate available Museum research resources.

¢ Answer general questions about Museum collections and research materials when
possible.

¢ Refer questions to the Executive Director, staff, or other volunteers when additional
assistance is needed.
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¢ Provide a friendly, welcoming, and helpful research experience for Museum visitors.
e Encourage visitors to explore additional Museum resources, exhibits, programs,
and collections when relevant.

Qualifications

Required Qualifications

e Strongresearch and problem-solving skills.

e Excellent attention to detail.

¢ Comfortable using computers, internet search tools, databases, and digital
resources.

e Ability to organize information and maintain clear research notes.

e Ability to evaluate information from multiple sources.

e Curiosity and willingness to investigate questions thoroughly.

e Ability to communicate research findings clearly and professionally.

¢ Willingness to learn Museum systems, collections, and research procedures.

¢ Comfortable learning and using new technologies, including Al-assisted research

tools.

e Ability to work independently while also collaborating with Museum staff and
volunteers.

e Interestin history, museums, genealogy, archives, research, or the local
community.

Preferred Qualifications

¢ Previous research experience in any professional, academic, genealogical,
historical, journalistic, library, or personal capacity.

e« Familiarity with historical or genealogical research methods.

e Experience working with archives, libraries, museums, historical organizations, or
research collections.

e Experience with PastPerfect or another collections management database is a plus
but not required.

« Familiarity with online newspaper archives, genealogy databases, historical maps,
public records, or digital archives is helpful.

¢ Knowledge of Collin County or North Texas history is beneficial but not required.

e Strong writing and communication skills are a plus.

Schedule & Commitment
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Regular Commitment

e Thisis avolunteer position with flexibility based on the volunteer’s availability.

¢ Research requests may be received throughout the week and can vary depending
on community inquiries.

¢ Volunteers may conduct portions of digital research remotely when appropriate.

¢ Research involving Museum collections, PastPerfect, archives, or Research Room
materials may require time at the Museum.

e The Museum is open to the public Fridays and Saturdays from 11 AM-5 PM.

e Availability during some Friday and/or Saturday hours is especially helpful so the
Research Assistant can assist visitors with research questions in person.

Additional Time May Include

¢ Responding to community research inquiries

e Conducting archivalresearch

e Searching PastPerfect

e Assisting Research Room visitors

e Genealogical and property research

¢ Historical newspaper and digital archive research

¢ Organizing research findings and sources

e Assisting with special research projects

e Supporting exhibit or program research

¢ Helping identify information about Museum collection materials
¢ Working with staff and other volunteers on historical questions

Ideal Candidate

The ideal Volunteer Museum Research Assistant is naturally curious and enjoys the
process of finding answers. They may be the kind of person who receives a question and
immediately wants to start searching through records, databases, photographs,
newspapers, books, and archives to see what they can uncover.

They are detail-oriented, organized, comfortable with computers, and willing to explore
multiple sources rather than relying on the first answer they find. They understand the
importance of documenting sources and distinguishing between verified historical
information and information that requires further research.

The ideal candidate is also comfortable with technology and recognizes that historical
research continues to evolve. They are willing to use traditional resources such as
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archives, books, photographs, and historical records alongside digital databases, online
resources, and appropriate Al-assisted research tools.

Previous museum experience is not necessary. Experience with PastPerfect is a bonus, but
we are happy to train the right volunteer.

Most importantly, this person enjoys research, discovery, and helping people connect with
local history. Whether assisting someone researching a family member, historic property,
local business, photograph, or community story, the Volunteer Museum Research

Assistant will help make the Museum’s collections and resources more accessible to the
public.

To Apply
Please submit a resume and brief statement of interest to:

director@collincountyhistorymuseum.org
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