 
JOB DESCRIPTION

POSITION TITLE
Library Acquisitions Associate/Book Preservation Associate 
REPORTS TO:



Head of Technical Services & Systems

PRIMARY FUNCTION: 
Acquisitions – Responsible for the financial accounting of materials acquired for the St. Olaf Libraries, including use of library materials funds.  Book Preservation – Responsible for the conservation and preservation of the print collection in the St. Olaf Libraries.

AREAS OF RESPONSIBILITY:

        Acquisitions:


1. Collaborate with the Head of Collection Development to manage and maintain ca. $1,000,000.00 budget (including departmental, library and restricted accounts) for the purchase of books, standing orders, videos, DVD’s, electronic resources and other formats.

2. Verify print and electronic invoices and accounting information regarding orders.  Serve as primary contact with the St. Olaf Business Office for acquisitions processes.  Resolve invoice problems through communication with Business Office, vendors and publishers.

3. Receive requests for books, standing orders, videos, DVD’s, electronic resources and other formats.  Verify fund codes and accuracy of information.  Track funds with the Head of Collection Development.

4. Order, receive and pay for standing orders. Resolve problems through vendors and/or publishers.  Maintain accurate order records for standing orders.  

5. Reconcile monthly credit card statement.

6.
Work with Head of Technical Services & Systems to establish department policies.  Participate in Bridge Acquisitions Working Group.  Serve on library committees and participate in local, state, and regional professional and continuing education programs as appropriate.

 Book Preservation:

1. Determine appropriate conservation and preservation treatment for the Libraries’ collections, including rare books.

2. Perform and coordinate mending and repair:  a) In-house mending and other preservation; (b) maintain an inventory of mending supplies, preservation materials, and other equipment

3. Train and supervise student assistants in the conservation and preservation of library materials.

4. Develop and implement an ongoing preservation program for the St. Olaf College Libraries. Develop and maintain knowledge of emerging theories and practices of conservation and preservation of library materials.

5. Work with Head of Technical Services & Systems and Head of Collection Development to establish department policies.  Serve on library committees and participate in local, state, and regional professional and continuing education programs as appropriate.

SUPERVISORY 

RESPONSIBILITIES: 
Student Workers.

CONTACTS:
Regular contact with St. Olaf faculty and staff, vendors, student workers, donors, and Carleton library staff as appropriate.

EDUCATION: 
Essential:                    B.A. Degree                               

EXPERIENCE:
Essential:
Computer experience, familiarity with libraries, supervisory experience, ability to perform detailed work accurately, experience in approaching work as looking for and solving problems.   

KNOWLEDGE, SKILLS, ABILITIES:

College background with understanding of curriculum needs; ability to work well with people in a collegial environment; ability to think critically and solve problems; supervisory and diplomacy skills; good computer skills; knowledge of OCLC, bibliographic records, III online library system and cataloging issues; ability to work with complex bibliographic data; good writing skills; ability to organize and communicate effectively; financial and accounting aptitude.

PHYSICAL DEMANDS:
Ability to lift 50 pound boxes 

WORKING ENVIRONMENT:
Ergonomic issues involving computer work that include repetitive motion, eye strain, back and neck strain. 

WORK SCHEDULE:                                    .92 FTE; 11 months

APPROVAL:                                                 College Librarian

REPORTS TO:



Head of Technical Services & Systems

DATE:
The date the job description was updated.     4-23-09

