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JOB DESCRIPTION 

 

Job Identification 

Job title:  Assistant, Digital Assets Management 

Division:  Digital and Outreach 

Supervisor:  Head, Digital Media 

Status:   Temporary (1 year), full time (35h/week) 

Posting period: 18 August to 8 September 2021 

Job entry:  As soon as possible 

 

Job summary 

The Canadian Centre for Architecture is an international research institution operating from the 

fundamental premise that architecture is a public concern. It was founded in 1979 by Phyllis 

Lambert as a new type of cultural institution, with the specific aim of increasing public awareness 

of the role of architecture in contemporary society and promoting research in the field. We 

produce exhibitions, publications, and a range of activities driven by a curiosity about how 

architecture shapes—and might reshape—contemporary life.  

The CCA is in the process of implementing a new digital asset management system, 

ResourceSpace. Over 50,000 images along with their metadata need to be uploaded into this 

system. This position involves organizing, preparing, and ingesting image-based digital assets and 

their metadata into the digital asset management system. 

 

Key responsibilities 

• Ensures the processing of assets and proper migration into the digital asset management 

system  

• Identifies, Collects, consolidates, and organizes assets for the digital asset management 

system according to set criteria and methodology 

• Reviews assets for quality and eliminates redundant, duplicated, and obsolete assets 

• Matches assets to metadata from the collection database (TMS) 

• Assembles metadata into CSV files to prepare for migration of assets 

• Uploads files and metadata to digital asset management system (ResourceSpace) 

• Verifies asset uploads, validates, tests and enhances metadata for digital assets in a coherent 

and consistent manner, documents anomalies and corrects when possible  

• Tracks project progress and maintains statistics on assets uploaded that is shared with the 

Head, Digital MediaWorks with the Digital Media team to troubleshoot and proposes 

solutions to issues that arise in the ingest process 

• Works with the digital media team to resolve issues and provide solutions to issues that arise 

in the acquisition process 



 

Centre Canadien d’Architecture / Canadian Centre for Architecture 

 

 

Required qualifications 

• Education: Post-secondary student or graduate in museum or documentation studies, 

archival studies, art, art history or architectural history 

• Number of years of relevant work experience: Minimum of 1 year working with systems 

and data 

• Able to work in both French and English 

• Good communication skills 

• Familiarity with digital asset management systems and Collection databases (such as 

TMS), digital image formats, metadata, or openness to learn 

• Good computer skills, MS-Office suite 

• Well-organized and detail-oriented 

• Able to work independently as well as part of a team 

 

Please submit your application (resume and cover letter, in English or French) by email to 

rh@cca.qc.ca to the attention of People and Culture division of Canadian Centre for Architecture, 

1920 rue Baile, Montreal (Quebec) H3H 2S6. The application deadline is 8 September 

2021. Only successful applicants will be contacted. Please do not call.  

The CCA is an equal opportunity employer and encourages diversity. The CCA invites anyone 

with the qualifications listed in the job posting to apply. 

For all CCA existing job opportunities, visit our website. 
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