
JOB DESCRIPTION

POSITION TITLE

Cataloging Associate, Kierkegaard Library



REPORTS TO:

Kierkegaard Library

PRIMARY FUNCTION: 


Cataloging for new books, gift books, serials, and continuations. Maintain database. Work with Rolvaag Library cataloging staff to maintain consistency and accuracy within Bridge(electronic catalog for St. Olaf and Carleton)  for Kierkegaard Library records.  Work with ConCats

shipments as necessary.

AREAS OF RESPONSIBILITY:


1. 
Use of the OCLC and III systems to add materials to the St. Olaf/Carleton electronic catalog, Bridge –copy cataloging and  some original cataloging as needed.

2. Authority control and records maintenance within the Kierkegaard Library catalog according to Bridge practice.

3. Work with the temporary in-house situation which sends shipments of books needing original cataloging  to ConCats cataloging at MINITEX - particularly receiving shipments and correcting records as needed when books are returned. 

4. Knowledge of local and national cataloging rules and standards. Keeping of  statistics.

5.Understanding of internal Kierkegaard Library subject headings; cataloging of specialized subject materials in English and foreign languages, especially Danish and German.

6.Trouble-shooting for errors in past cataloging and revision of records when necessary. 


Coordination with Rolvaag Library cataloging in this regard.

7.Other projects as assigned.

SUPERVISORY RESPONSIBILITIES: 
No formal supervisory duties but regular interaction with student workers, other staff, and visiting scholars.

CONTACTS:
Curator, Special Collections Librarian, other staff, students, visiting scholars, Northern European Languages Cataloger (when position is filled),Rolvaag Library staff, MINITEX staff for ConCats when needed.
EDUCATION: 
Essential:
BA degree


Desirable:
Experience with library cataloging systems or

                                                                        library school training in cataloging; language







study especially Danish and German

EXPERIENCE:
Essential:
Thorough cataloging knowledge and familiarity with OCLC and III including foreign language materials. Computer competence.


Desirable:
Language skills especially Danish and German. Subject background in philosophy,





religious studies, literature studies, 





Scandinavian studies. Experience working with 





Bridge, the St. Olaf/Carleton electronic catalog.

KNOWLEDGE, SKILLS, ABILITIES:    Cataloging knowledge of Scandinavian 

languages, French, German. Latin also helpful.

Ability to work independently and in cooperation

with Northern European Languages Cataloger at 

Rolvaag Library. Attention to detail and ability to 

prioritize. Consistent and steady work style. 

Indexing skill. Proofreading skill. 

PHYSICAL DEMANDS:
Sitting at computer terminal and occasional standing at card catalog and bookshelves. 

WORKING ENVIRONMENT:
Library setting; computer terminal in general work area. 
WORK SCHEDULE:
FTE: 0.20

Schedule: 8 hours per week, flexible schedule


APPROVAL:                                                Cynthia Wales Lund, Acting Curator, Kierkegaard Library
DATE:




May 2, 2007

