
JOB DESCRIPTION

POSITION TITLE:

Digital Initiatives and Metadata Librarian





REPORTS TO:

Head of Technical Services & Systems 

PRIMARY FUNCTION: 


Works with other departments within the library and other constituencies across campus to transform printed, digital, and 3-D materials into online-accessible formats.  Works with catalogers and other departments in the library to provide access to library collections.  

AREAS OF RESPONSIBILITY:


1. Working closely with the Head of Systems & Technical Services, plans and organizes digitization efforts for the purposes of preservation, search optimization, wider dissemination, and greater ease of access.

2. Provides project management, guidance, and coaching to other departments in the digital project process.
3. Employs appropriate metadata schemas to make library and campus resources available to our patrons.  Coaches others on selection and generation of metadata as well as the creation and maintenance of data dictionaries for digital projects. 

4. Stays abreast of new developments relevant to metadata, cataloging, and digitization, and keeps user needs and future data requirements in mind when setting priorities and developing a vision for collections access. 

5. Performs systems-related duties with database maintenance, record loading, and CONTENTdm.  

6. Serves as a resource person and coach for cataloging associates with cataloging and classification issues.

7. Uses traditional cataloging principles and practices to perform original cataloging and complex copy cataloging for a wide range of formats, including serials and e-resources.

8. Works collaboratively with all staff in technical services (acquisitions, serials, cataloging, and government documents) as well as with other segments of the library, campus, and Carleton College on information organization & access needs.

9. Serves on committees or task forces as needed, including those committees and task forces that govern and operate the joint Carleton/St. Olaf catalog.   

10. Participates in appropriate local, regional, and national associations.

11. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 
Student workers.
CONTACTS:
All library staff, IIT, St. Olaf campus community and the greater local community.

EDUCATION: 
Essential:
Bachelor’s degree in a field of the liberal arts.  M.L.S. or M.A./M.S. in Library Science, accredited by the A.L.A. or equivalent foreign agency.

EXPERIENCE:
Essential:
Three years of increasingly responsible experience in cataloging and the technological aspects of librarianship.  Knowledge of Dublin Core, MARC21, LCSH, and ability to identify, customize, and use appropriate metadata standards to suit individual project needs. 


Desirable:
Management experience.  Significant experience and notable success managing complex projects.  Use of the III library system and ContentDM software.

KNOWLEDGE, SKILLS, ABILITIES:

· Command of cataloging and organizational theory.

· Familiarity with and enthusiasm for ongoing trends in information technology.

· A talent for rethinking past practices in light of new expectations.

· Comfortable working with diverse constituencies and multiple demands.

· Excellent oral and written skills.

· Excellent analytical skills.

· Outstanding attention to detail.  

· 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.

WORK SCHEDULE:
Full-time Equivalent (FTE):
1.0


Term:
Year-round position

REPORTS TO:
Head of Systems & Technical Services 

APPROVAL:                                                
College Librarian
DATE:
The date the job description was updated.     4-27-09

