
POSITION DESCRIPTION

POSITION TITLE: 
Kierkegaard  Library Cataloging Associate



REPORTS TO:  

Curator, Hong Kierkegaard Library


PRIMARY FUNCTION: 

Responsibility for creating bibliographic records providing access to the holdings of the Hong Kierkegaard Library, past, present, and future. Primary formats are currently book monographs and periodical and newspaper articles, but responsibilities may evolve to include metadata for digitized materials.  Records for audio and visual materials also included. 

AREAS OF RESPONSIBILITY:
1.Cataloging of individual titles using Innovative Interfaces and OCLC cataloging 

systems currently used by the St. Olaf Libraries.  Primary focus at this time is on copy cataloging for titles using existing bibliographic records, but position may evolve to include original cataloging. Adding local subject headings and call numbers is required for many titles.

2. Cooperation with other staff at St. Olaf and Carleton to maintain accuracy and consistency within Bridge (collaboration with Carleton College), the combined online catalogue for the two colleges. Keeps informed of updates and changes in practice and procedure of systems in use.

3. Cooperation with ConCats at the University of Minnesota to facilitate original cataloging as needed.  

4.Maintenance of the remaining Kierkegaard Library printed card files. Cleanup and corrections of existing records as needed.   

5.Possible supervision of student workers in searching and downloading bibliographic records  at the point of order and in post-cataloging tasks of book processing, bookplating, etc. 

     6.Eventual responsibility for metadata for digital holdings.



SUPERVISORY RESPONSIBILITIES: 
Daily work direction for student staff. 


CONTACTS:  
Curator and Assistant Curator/Special Collections Librarian, Hong  Kierkegaard Library; other


Kierkegaard library staff and student workers; Kierkegaard  Library visiting scholars.  Also cataloging staff at St. Olaf and Carleton College libraries; University of Minnesota ConCats cataloger librarians. IIT systems staff at St. Olaf College.

EDUCATION: 
Essential:
BA or BS  degree


Desirable:                  Library school cataloging training and/or MLS    degree, Language study, especially German and/or 



Danish. Knowledge of Philosophy, Religious Studies, or Scandinavian Studies 

                                                                        MA and/or PhD in Humanities subject

EXPERIENCE:
Essential                    Familiarity with computer use and systems applications.


                                   General familiarity with library cataloging practice  


                                   Background in the Humanities


Desirable:         
Experience using OCLC, Innovative Interfaces    

                                                               
Experience with national cataloging standards,



including AACR2 and LCSH



                                    Experience with Scandinavian languages, French, 



German, and//or Latin to correct and possibly create new bibliographic records

                                                                        Interest in and /or study/training in the 



interdisciplinary field of Kierkegaard Studies

                                    
KNOWLEDGE, SKILLS, ABILITIES: Basic skills needed for the job 

· Attention to detail and ability to prioritize

· Consistent and steady work style

· Indexing and proofreading skills helpful

· Ability to guide practice and assist in setting cataloging policy in the Kierkegaard Library in cooperation with other cataloging staff at St. Olaf and Carleton Colleges

· Ability to work in close proximity with other staff and students, and visiting scholars
PHYSICAL DEMANDS:  


Activities common to this type of work. 
WORKING ENVIRONMENT:
Library special collections setting; computer


terminal in general work area 
WORK SCHEDULE:


.20 FTE (416 hours/year)

8 hours per week   





Flexible schedule

APPROVAL:                                                
Gordon Marino, Cynthia Lund

DATE:




August 11, 2010


