
JOB DESCRIPTION

POSITION TITLE

Collection Development Librarian



REPORTS TO:

College Librarian

PRIMARY FUNCTION: 


Provide leadership and management of the St. Olaf Libraries collection in all formats.
AREAS OF RESPONSIBILITY:


1. Establish, monitor, and track collection budgets and restricted funds for the St. Olaf Libraries.  

a. Recommend priorities for the distribution of collection funds.

2. In consultation with College Librarian and the St. Olaf Librarians, establish policies and procedures, and oversee implementation of said policies and procedures. 

3. Assume responsibility for building a current, balanced collection, especially for general and multidisciplinary curricular needs.  

a. Work closely with the Liaison Librarians and the Academic Departments and Programs to establish and execute ongoing collection review.

4. Review and analyze collections, conduct collection evaluation programs and assess collection strengths and weaknesses in all subject areas.  

a. Keep current on new collection development and acquisitions technology and participate in local, regional and national professional activities as deemed appropriate.  

5. Establish, maintain and review relationships with vendors, publishers, and the St. Olaf Business Office, along with the Acquisitions Associate. 

6. Work closely with the Reference Librarians to select databases and vendors.  Review all license agreements for electronic materials.   

7. Serve as convener of the Collection Development Committee. 

8. Communicate with donors (with the College Librarian or another appropriate individual as needed) and evaluate gifts for suitability.   

a. Ensure that written acknowledgements of gifts are promptly dispatched.  

9. Work with the Preservation Librarian to coordinate preservation policies and establish systems for:

a. Review of materials in need of repair, replacement or withdrawal.  

b. Maintain a general working knowledge of the activities of the Serials Associate. 

10. Coordinate and manage initiatives that provide access to collections of electronic journals, images, and other electronic materials acquired by the St. Olaf Libraries. 

11. Serve on library committees or task forces as needed, including those associated with collaboration with Carleton College.    



SUPERVISORY RESPONSIBILITIES: 
Acquisitions Associate – 1; includes: discipline, training, evaluating, and assigning work. 

CONTACTS:
Faculty and Staff Members, Student/ Parents/ Alumni/Donors, Deans and Department Heads, General Public, Admissions, Employment, President, Vice President, Regents 

EDUCATION: 
Essential:
B.A. and M.A./M.S./M.L.S in library science


Desirable:

Second advanced degree 

EXPERIENCE:
Essential:
10 years experience as a reference or a collection development librarian


Desirable:
na

KNOWLEDGE, SKILLS, ABILITIES:

· Good knowledge of the disciplines that constitute the liberal arts.  

· Thorough understanding of trends in publishing and the dissemination of scholarly literature.  

· Excellent analytical skills and budgeting competencies.

PHYSICAL DEMANDS:
na

WORKING ENVIRONMENT:

Normal office environment

WORK SCHEDULE:
FTE:
.92



Term:
11-month position; full-time during the academic year with some summer hours.


APPROVAL:                                                
Bryn Geffert
DATE:




July 2004

