

POSITION DESCRIPTION

POSITION TITLE:
Acquisitions and Electronic Resources Associate


REPORTS TO:

Head of Technical Services 
PRIMARY FUNCTION: 
 The Acquisitions and Electronic Resources Associate is responsible for the acquisition of and payment for all serials, standing orders, and online databases, archives and data sets including annual renewals. The Continuing Resources Acquisitions Associate maintains statistics on the use of electronic resources and provides usage and acquisitions reports as requested.  
AREAS OF RESPONSIBILITY:


1. Place and pay new orders and subscription renewals with vendors for online databases, electronic archives and sets, standing orders and all print and electronic serials. Maintain accurate order records for these items in the library’s accounting system and scan invoices, contracts and other documentation for electronic storage and retrieval. Communicate with the Head of Collection Development, the College Business Office, the liaison librarians, and other appropriate individuals concerning orders placed. Reconcile monthly credit card statement for orders placed.
2. Serve as primary contact for resolving invoice, payment and non-delivery problems and questions through communication with Business Office, vendors and content providers. Reconciles Library accounting records with those of the College Business Office.
3. Provide initial set-up information to vendors for electronic resource activation. Manage print and electronic serials holdings information in the library’s link resolver/A-Z title list. Test and ensure working access for all new electronic resources. Work with the Head of Technical Services and the Systems & Web Services Librarian to resolve online access issues.
4. Regularly collect and disseminate usage statistics for electronic resources. Provide other statistics, such as cost-per-use information and overlap analysis reports, as needed. Generate acquisitions reports on fund activity, invoices, orders by department and other areas as requested. Works closely with the Head of Collection Development in preparing regular and special reviews of the periodical and electronic resources collections.
5. Attend all relevant staff meetings scheduled during regular working hours; Participate on Library and Bridge teams/working groups as assigned; Participate in the evaluation and review of new work processes and tools as assigned by the supervisor; Prepare activity reports as requested; Serve as a backup to other staff as needed and as requested by the supervisor; Perform other duties as requested by the library leadership.
SUPERVISORY RESPONSIBILITIES: 
Student workers 

CONTACTS:
Regular contact with St. Olaf library staff, vendors, student workers, and Carleton library staff as appropriate.
EDUCATION: 
Desirable: 
Bachelor’s degree or associate degree in a related field of study with experience in a library setting.
EXPERIENCE:
Essential:
Experience receiving and paying invoices, dealing with vendors and managing financial information in a complex accounting system. Proficiency with MS Excel. Experience identifying and solving problems.

Desirable:
Experience working with an integrated library system, particularly in acquisitions and serials. Experience in dealing with periodical and electronic resource vendors. Experience with a link resolver such as ExLibris’ SFX. Experience with MS Access. Experience working in an academic setting.
KNOWLEDGE, SKILLS, ABILITIES: 
· Ability to perform detailed work accurately
· Excellent organizational, interpersonal, and communication skills
· Demonstrated ability to work independently to identify and solve problems
· Ability to learn and adapt to new technologies and software
· Willingness to foster teamwork, communication, and collaboration within and between departments.

· A commitment to the ideas and goals of a liberal arts college and its library.
PHYSICAL DEMANDS:
No significant physical demands.
WORKING ENVIRONMENT:
Office environment. Ergonomic issues involving computer work that include repetitive motion, eye strain, back and neck strain.
WORK SCHEDULE:
FTE:
1.0

Term:
Year-round position 


APPROVAL:                                                
College Librarian
DATE:




August 2011

