
POSITION: ARCHITECTURAL PARTS WAREHOUSE Assistant 
TYPE: PART-TIME, HOURLY 
LOCATION: ALBANY, NEW YORK  

  
OVERVIEW 
The Architectural Parts Warehouse was established in 1978, just four years after Historic Albany 
Foundation in order to prevent historic building parts from being lost forever to the landfills. 
The Parts Warehouse’s mission was and continues today to be to retain Albany’s architectural 
house parts for reuse in its remaining historic buildings.  While the original focus of our salvage 
efforts were properties within the City’s borders, salvaged and donated items now come from all 
over the Northeast.  HAF’s mission is to preserve and protect buildings that have architectural, 
history, or civic value through advocacy, technical assistance and education.  Historic Albany 
Foundation’s Architectural Parts Warehouse fulfills the mission of the organization.  HAF is a 
nonprofit, under IRS rule 501c3. 
 
The Warehouse Assistant should be an experienced  “do-it-yourselfer” type having a 
construction background, as well as some extent of retail and merchandising knowledge with 
excellent customer services skills with an interest or even a passion for historic preservation, 
recycling, and reuse which is part of the mission of the organization. 
  
POSITION:   Part time, average of 16 hours / week, Tuesday through Saturday.  Hours are 
flexible and varied based on need.  The Warehouse is open to the public on Wednesday through 
Friday, 11AM-5PM and Saturdays, 9AM to 5PM.  
  
RESPONSIBILITIES: 
  
Tasks the warehouse assistant would perform: 

● assist customers in warehouse, check out customers making purchases, answer the 
warehouse phone 

● help carry items for customers  
● help the manager move heavy items (radiators, sinks, large doors, etc) 
● staff the warehouse during open hours when the manager is out of the building 
● participate in salvages 
● go out on pick-ups of architectural items 
● process incoming donations to the Warehouse including doors, windows, plumbing 

items, lighting, etc.  This may require the removal of nails, cleaning and small repairs, as 
well as moving items to their proper place within the Warehouse. 



● QUALIFICATIONS & SKILLS: 
·         High School diploma 
·         Valid NYS Driver’s License and ability to drive a large truck or van 
·         Skills in  one or more of the following fields:  retail sales, construction, architectural 

 history, historic preservation, architectural salvage, recycling, and/or building trades. 
·         Ability to lift heavy objects. 
·         Great communication skills, excellent team player, motivated independent worker, flexible 

 schedule. 
·         Creative and proactive self-starter 
  
RESUMES AND COVER LETTER TO:  warehouse@historic-albany.org 
No Calls Please 
  
All qualified applicants will receive consideration for employment without regard to race, color,             
religion, sex, national origin, age, disability, sexual orientation or gender. 
 
This position will remain open until filled. 
  
  
  
 


