
JOB DESCRIPTION

POSITION TITLE

Library Collections Assistant
REPORTS TO:

Special Collections Librarian/Acting Curator, Kierkegaard Library

PRIMARY FUNCTION: 
Provide assistance to the Special Collections Librarian in 4 primary ongoing areas of daily activity:  periodical and newspaper article cataloging, records, and filing; management of new materials in our archives section;  book repair and processing; review of catalogs for new Kierkegaard titles and ordering of new books:  as time allows in all 4 areas.

AREAS OF RESPONSIBILITY:


1. 
Entry of brief bibliographic records into Bridge (electronic catalog for St. Olaf/Carleton). Involves working with foreign language. Includes tracking down citations and recognizing idiosyncracies and errors. Works with students who prepare file cards and file articles after cataloging.

2. Organization and processing of new materials for new archives section of the Library relating to Kierkegaard Library history, biography of Howard and Edna Hong,  documentation of particular scholars, and Kierkegaard studies world-wide.

3. Book processing including preparation of bookplates and bookflags. Basic book repair.

4. Review of publishers catalogs and other information to identify appropriate titles for the 

Kierkegaard Library  for consideration by the Special Collections Librarian.

5.Placing of book orders with the St. Olaf Bookstore and other sources at the request of the 

Special Collections Librarian.


6.Miscelleneous occasional other tasks including creating and weeding of files, bibliographic search for incoming gifts, etc.

SUPERVISORY RESPONSIBILITIES: 
Supervises students as needed who assist with tasks being done in this position.

CONTACTS:
Special Collections Librarian, Curator, student workers, other Kierkegaard Library staff, Rolvaag  Library staff, Archives staff, visiting scholars.
EDUCATION: 
Essential:
BA or other college degree


Desirable:
Language background especially in Danish, German, French, Spanish.  Bibliographic searching experience. Interest in philosophy, religious studies,





literary studies, Scandinavian studies. Computer 





literacy.
EXPERIENCE:
Essential:
Some work in academic libraries or special collections. 


Desirable:
Comprehension of the field of Kierkegaard studies

                                                                        Experience working with international students and scholars.  Familiarity with the world of book publishing and selling.  Prior experience in book repair.

KNOWLEDGE, SKILLS, ABILITIES:



Training and familiarity with St. Olaf/Carleton  Bridge electronic catalog practice.



Willingness to work with foreign languages.

                        Understanding of the scope of the Kierkegaard Library to know what is relevant  



to the collection.



Some artistic sense and hand work coordination for book repair and processing.

                       Ability to sort and process materials for archival arranging.


PHYSICAL DEMANDS:
Sitting at computer terminal. Some moving of materials from place to place. Sitting at work table. 

WORKING ENVIRONMENT:
Standard small library environment. 
WORK SCHEDULE:
8-10 hours per week

                                                                        Flexible schedule

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

DATE:




May 2, 2007

