
JOB DESCRIPTION

POSITION TITLE

Assistant Curator/Special Collections Librarian




REPORTS TO:

Gordon Marino, Kierkegaard Library

PRIMARY FUNCTION: 
Serves as professional librarian in the Kierkegaard Library and assistant to the Curator/Director  (Professor in the Philosophy Department with specialization in Kierkegaard Studies) performing all library functions to build and maintain the collections of the Kierkegaard Library and to serve the students, scholars, professors, pastors, and other visitors both on campus and off-campus who are its patrons. In the absence of an administrative assistant, the Librarian also performs most daily administrative functions in the Library. Supervises 3 very part-time staff members who provide assistance for some aspects of work as well as 3-4 student workers and 1 volunteer.

AREAS OF RESPONSIBILITY:


1. Planning and overseeing collection development and maintenance including book collections, periodical and newspaper article collections, and archival materials.

2.Planning and performing library public  services for visiting students and scholars including supervision of electronic cataloging of all materials and  supervision of  website information and maintenance.

3. Supervision of staff, student workers, and volunteers on a variety of daily ongoing tasks as well as special projects.

4.Together with the Curator/Director,  planning and executing of international conferences

    every 4-5 years, mini-conferences from time to time, and other gatherings for students and

    scholars interested in Kierkegaard studies.

5.Together with the Curator/Director, planning and executing the programs of the Library:

Summer Fellows Program, Young Scholars Program, Danish-Kierkegaard Program (language study), and the Kierkegaard House Foundation Program in 2008-2009.    Work includes summer months.

6. Assistant editorship of the Soren Kierkegaard Newsletter produced twice a year and other

publishing projects and public relations writing for the Library.

7.Attention to physical care, conservation, and preservation of the collections of the Library

and the physical state of the space of the Library.

8.Monitoring of Kierkegaard Library budget reports and management of the credit cards

used by the Curator and Assistant Curator. 

9.Work with the Friends of the Hong Kierkegaard Library on matters of mutual concern, including planning of two meetings each year and distribution of donated funds to the Library. 

10.Ongoing communications with the international Kierkegaard community including reference service by email and telephone and attention to international scholarly production

and publications.  Assistance to international scholars with travel documents and travel plans

for stays at St. Olaf College with the support of staff in International Studies.

[For more complete descriptions, see PDQ]

SUPERVISORY RESPONSIBILITIES: 


 3-4 student workers 4-10 hours each per week during the academic year;

2 full-time student workers June-August; a ½ -time student worker June-August. 

2 part-time staff each working 8 hours per week.

1 part-time staff person working as needed some hours on Newsletter and website.

1 volunteer working 6 hours per week during the academic year. This person is also

paid as temporary employee working 10 hours per week June-August.

Should be supervising work of the Northern European Languages Cataloger who

should be working 8 hours per week minimum with our materials.[ This Rolvaag position

remains unfilled so we do not have this person as of 2008-9.]

CONTACTS:


Gordon Marino, Curator/Director

[unfilled empty position 2008-9] Northern European Languages Cataloger, Rolvaag Library

Rolvaag Library staff and Music Library cataloger (Kathy Blough)

Kierkegaard scholars domestic and international

Staff in the Shaw-Olson Center for College History and the Norwegian-American 

Historical Association

Office of the Dean of the College

Patricia VanWylen  and Karen Engler in International and Off-Campus Studies

Business Office and Payroll staff

Pamela McDowell, Director of Residence Life

Nancy Stuckmayer, Buntrock Commons

Gary Hein and other Rolvaag Custodians

John Campion and other IIT staff

Bon Appetit staff

Professors Emeriti Howard Hong and Walter Stromseth and the Kierkegaard House Foundation

Jamie Lorentzen (St.Olaf graduate) and the Friends of the Hong Kierkegaard Library

EDUCATION: 


Essential:     BA (Humanities subject); MA in Library Science or equivalent experience

Desirable:    MA in subject discipline (philosophy, religion, history of ideas,

                           Scandinavian studies, or literature)

                     Language background especially Danish and German

                     Kierkegaard Studies knowledge and/or experience

EXPERIENCE

Essential : Library work experience, preferably in a special collection or archive with 

knowledge of scholarly international publishing and out-of-print book market. 

Computer and website skills, Writing and communication skills. Ability to work with 

international  scholars and students.

Desirable: Budget management experience; electronic catalog experience with ILL and OCLC 

                  systems; book preservation knowledge and experience

KNOWLEDGE, SKILLS AND ABILITIES:

Knowledge of scholarly international publishing and the out-of-print book market. Computer skills including internet, email, webpage maintenance. Writing and communications abilities. Ability to work with international students and scholars. Knowledge of historyr of the book and book preservation/conservation practices. Supervisory skills. Ability to be interrupted and to perform multiple tasks at once. Ability to plan work on short and long-term bases for up to 10

different very  part-time people. Budget management. Willingness to take on a heavier workload in the summer months.

PHYSICAL DEMANDS

A variety of physical demands from sitting at a desk to moving from room to room to moving around books and furniture to walking to other offices on campus. Driving sometimes required.

WORKING ENVIRONMENT

Library office environment – sometimes isolated and quiet- sometimes extremely busy

with students and scholars.

WORK SCHEDULE:  FTE .62 (needs to be full-time)

APPROVAL:     Cynthia Lund ,  Gordon Marino

DATE:  APRIL 30, 2009

