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February 13, 2020 
Nextdoor ad 
 
Assistant to antiquarian bookdealer.  
About 10 hours per week, could be more or even FT for the right person. We work in my home office in tandem with 
the office manager, she is the tech wizard, I am the book wizard and you are the tech savvy helper.  
 
I buy and sell rare & uncommon books & manuscripts, my 39th year, I live on the southside of the lake on Athol 
Avenue. There is also my literacy business to contend with. 
 
Two or three days per week.  
Very generous pay for the right person.  
Open to all ages and genders. 
 
Must be: 
-Local (east bay), available at least two days p/wk, preferably three days. 
-Know Mac and Word well. 
-Have experience dealing with thousands of document files. 
-Naming and organizing files in bulk on the computer. 
-Editing documents 
-Be ready to work soon. 
-Dog friendly. 
 
If you have experience with the following let us know: 
-Photo editing 
-Video documentation 
-Cataloging books 
-Bibliography 
 
If most of your tech experience is calling “the guy” to get a tech problem fixed then this won’t work for us. Small and 
home office people know how to get things going again even if it’s with spit and chewing gum.  
We catalog and illustrate books using a great Filemaker based DB (Bookhound) then make PDF’s and post them to 
the almighty internet and my mailing list. Maybe you know something about this kind of business, or would like to, if 
so briefly let us know with a one or two paragraph cover letter then send with your resume all in one single PDF to 
books@toddpratum.com.  
All applications will be acknowledged. Thank you for applying.  
Here is my current website, needs upgrading.  
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