
 

OAK SPRING GARDEN FOUNDATION 
SUMMER INTERNSHIP 2018 

 
COLLECTIONS MANAGEMENT INTERN 

 

Position Overview: 

 

Schedule: Three months, full-time beginning with a half-day at 12pm on Friday, 

June 1st. If the internship must be cut short, a pro-rated amount will be 

paid for abbreviated months. 

Location: Upperville, VA (housing provided, if needed); The Oak Spring estate is 

located in rural northern Virginia, 15 minutes from the nearest town. 

Having access to a car is desirable, but not essential. 

Payment: Monthly stipend of $2,000 (taxable) and will be provided with self-

catering accommodation on the Oak Spring Estate (if needed). 

Closing Date: Applications should be received by Sunday, March 25th, 2018 

 
 
OSGF is undertaking a large effort to document and track the tangible assets held at the 

Oak Spring estate, including fine art, decorative arts and furniture, and other valuables.  

 

Her/his primary tasks will be to: 

 

• Assess, categorize, label collections, including identifying, photographing, and 

describing individual collections and pieces. 

• Liaise between the Hospitality staff and Library staff to process the tracking and 

cataloguing of the tangible assets in the collection. 

• Compare asset valuations and work with the Director of Finance, Administration and 

Personnel, and the President to determine potential uses for the assets considering 

OSGF’s mission and history. 

• Work within the Oak Spring Garden Library Database (Inmagic DB/Textworks) to 
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update information regarding the collection. 

• Conduct research and provide recommendations that will guide the Foundation in 

long-term decisions around preservation and retention strategies. 

• Other duties as assigned. 

 

Qualifications 

• Current student pursuing a bachelor’s or master’s degree in museum studies, 

historical preservation, art history, or related field.  

• Strong interest in collections management and recordkeeping with some experience 

in the field a plus. 

• Proficient in computing, including Microsoft Office, with a high technical aptitude 

for learning new computer programs. Additional experience in database software a 

plus, but not required. 

• Strong quantitative skills and attention to detail. 

• Strong interpersonal skills and ability to work and facilitate across teams. 

• Highly motivated and capable of acting as a self-starter.  

• A strong commitment to taking initiative and moving projects forward quickly, and 

in substantial and meaningful ways. 

Supervision will be shared between the OSGF Librarian, with oversight from the OSGF 

Director of Finance, Administration and Personnel, and the President. 

 

To be considered for this internship, please send a cover letter and resume to 

programs@osgf.org with the position title in the subject. 

 

 

 

 

 

The Oak Spring Garden Foundation is a private operating foundation based in Upperville, Virginia with a mission to 
perpetuate and share Rachel Lambert Mellon’s home, garden, estate and Library to serve the public interest. The 

Foundation is dedicated to inspiring and facilitating scholarship and public dialogue on the history and future of plants, 
including the culture of gardens and landscapes and the importance of plants for human well-being. For additional 

information, please visit www.osgf.org.  
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