
JOB DESCRIPTION

POSITION TITLE:



Head of Library Collection Development





REPORTS TO:



College Librarian

PRIMARY FUNCTION: 
Provide leadership in developing the St. Olaf libraries' collections to support the curriculum and the research of our students and faculty.

AREAS OF RESPONSIBILITY:


1. Provide leadership for library liaisons and faculty in developing the St. Olaf libraries' collections to support the curriculum and the research of our students and faculty.

2. Lead the transition from a mostly print collection to an increasingly electronic collection, addressing all the attendant budgetary and archival issues. 

3. Serve on the library's administrative council, which includes the college librarian, the head of reference and instruction, the head of circulation and interlibrary loan, and the head of systems and technical services.

4. Stay abreast of trends and changes in all aspects of academic publishing. Inform and instruct colleagues and faculty about these changes and their implications for libraries. Ensure that collection policies accord well with changes in the production and dissemination of information.

5. Create and manage materials budgets in consultation with faculty and appropriate library staff.

6. Build a balanced collection. Oversee the creation and constant revision of collection-development methods, including notification plans. Ensure that all new publications relevant to the curriculum are monitored, and that decisions not to order specific titles are intentional.

7. Negotiate and maintain licenses for electronic databases. 

8. Work with relevant consortia in building cooperative collections, particularly with Carleton College, with whom we're creating "two collections that function as one."

9. Lead reference librarians and circulation staff in weeding projects that are sensitive to space constraints and the historical record.

10. Assist patrons with their research at the reference desk. Reference work includes some weekends and evenings.

11. Participate in the professional development of self and others. Participate in committees and professional organizations as appropriate.

12. Other duties as assigned.

SUPERVISORY RESPONSIBILITIES: 


Government documents associate. Student workers. Careful coordination of work with the three other 

department heads. Facilitate inter-departmental communication.

CONTACTS:  

Extensive contact with library staff, faculty members, the collection development librarian at Carleton, 

College administrators and students. Provide guidance to librarians and faculty in building and 

maintaining library collections. Communicate with vendors, book dealers and other libraries throughout

the world. Participate in state and national professional organizations. 

EDUCATION: 
Essential:
Bachelor's degree or foreign equivalent, preferably in the liberal arts. Master's degree in library science from an ALA-accredited institution or foreign equivalent.


Desirable:
Additional graduate degrees.

EXPERIENCE:
Essential:
Minimum of five years professional experience in an academic library. Experience developing academic library collections and working with budgets. Project-management experience.


Desirable:
Experience negotiating with vendors. Experience managing slip plans and using electronic collection development tools. Work in a liberal-arts institution.

KNOWLEDGE, SKILLS, ABILITIES:

· Extensive knowledge and appreciation of academic publishing.

· Good budgetary, accounting, and data-management skills.

· Superb attention to detail.

· Negotiating skills.

· A professional demeanor coupled with an optimistic and positive attitude.

· An enthusiastic commitment to ascertaining and delivering services that best support the college and its curriculum. This requires a keen focus on the needs and desires of faculty, staff, and students, and the ability to establish goals, priorities, and operations that best meet these needs.

· Outstanding interpersonal, organizational, and managerial skills. Excellent speaking and writing skills. 

· A willingness to foster teamwork, communication and collaboration between departments.

· A facility for sharing information within and among departments, and between departments and the college librarian.

· Good listening skills. A willingness to hear all sides of an issue, and to weigh competing opinions and demands fairly and judiciously.

· Ability to mentor and train others.

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

· A commitment to involving staff in addressing problems and solutions, and an ability to foster a sense of investment and ownership in the libraries’ mission and challenges.

· Proficiency with technology.

· Flexibility. Ability to adapt rapidly to new challenges.

· A commitment to the ideas and goals of a liberal arts college.

PHYSICAL DEMANDS:
Must be able to move books. 

WORKING ENVIRONMENT:
Library

WORK SCHEDULE:
FTE:
1.0 



Term:
Twelve months



Shift: 
Exempt

APPROVAL:                        
Bryn Geffert
DATE:





11 April 2008

