
JOB DESCRIPTION

POSITION TITLE

Music Library Associate (Acquisitions)




REPORTS TO:

Music Librarian

PRIMARY FUNCTION: 
Responsible for: 1) the acquisition of Music Library materials in all formats, 2) assistance in music cataloging, and 3) shared supervision of student staff.

AREAS OF RESPONSIBILITY:


1. 
Manage acquisitions procedures for the music library in all formats.  Select appropriate


vendors; download bibliographic records from OCLC or queue orders through

YBP’s Gobi system, initiate and maintain standing orders, and process materials.  Perform online ordering from various vendors to acquire materials using the Libraries’ credit card.  Notify patrons of newly received materials; and correspond with vendors as necessary.

2.   Process and verify all incoming materials shipments and record the payment of invoices

in an integrated library system.  Troubleshoot shipment errors and work with vendors to correct invoices. Post invoice payments, review monthly credit card statements, prepare all paid invoices for the business office.

3.  
Assist with music copy cataloging of scores, sound recordings, and possibly other formats for the music library in accordance with AACR2R, LCSH, LCC, and LCRIs for input into the libraries' Innovative Interfaces system (Bridge). Perform authority work, including searching and importing records from LC's authority file. Help with database maintenance.

4.
Add item records and maintain bibliographic records for standing orders. Add item records for replacements, added copies, and added volumes. Delete records and holdings as appropriate for items withdrawn from the collection.
5. 
Assist with training and supervision of student workers, including some direct
supervision of summer student assistants and any student assistants assigned to music acquisitions.  Manage circulation and reserve issues as needed; provide patron assistance.  Collect fines as needed.

6.
Answer or refer reference questions in absence of Music Librarian.

7. Summer library management.  Direct supervision of daily activities when Music Library Associate for Circulation is not present.  Special summer projects may include installing shelving, shifting books/scores and collection maintenance.  Serve patrons with reference and all general questions.  Continue with regular duties throughout summer term.

8. Other duties as assigned including attendance at staff meetings, serving on Library and Bridge committees, and other tasks as assigned.
SUPERVISORY RESPONSIBILITIES: 
Student workers.

CONTACTS:


Library staff, faculty members, students, community members, prospective students/families, 

alumni, emeriti and donors. Communicate with vendors, music dealers and Carleton library staff. 

Participate in consortial, local, and/or state professional organizations.
EDUCATION: 
Essential:
Bachelor’s degree.


Desirable:
Coursework in music and/or library science.

EXPERIENCE:
Essential:
Computer experience, familiarity with libraries, supervisory experience, ability to perform detailed work accurately, experience in problem-solving.

Desirable:
Knowledge of Innovative Interfaces Inc. (III) Intregrated Library System. Experience in locating music suppliers worldwide.  Knowledge of MARC format, OCLC Connexion, cataloging standards, and electronic slip plans.

KNOWLEDGE, SKILLS, ABILITIES:

· Ability to work well with people in a collegial environment.

· Good computer skills and aptitude for technology.

· Strong attention to detail and organizational skills.

· Ability to set priorities and maintain several workflows at one time.

· Comfort level with new and emerging technology 

· Flexibility. Ability to adapt rapidly to new challenges, think critically and solve problems.

· Supervisory, diplomacy and communication skills.

· Ability to mentor and train others.

· Ability to work independently.

· Aptitude for problem-solving.

PHYSICAL DEMANDS:
Ability to transport heavy materials across campus daily, shifting books within stacks.

WORKING ENVIRONMENT:
Library setting which may include; ergonomic issues involving computer work that include repetitive motion, eyestrain, back and neck strain.
WORK SCHEDULE:
FTE:

.50 


Term:
Eleven months
 (4 weeks off during the summer – summer hrs. and schedule to be determined)

Shift: 
24 hours/week. 7:45 A.M. to 12:30 P.M. Monday – Friday. One evening per week during the academic year.

APPROVAL:                                                Beth Christensen

DATE:




December 2010.

