
JOB DESCRIPTION

POSITION TITLE


Library Serials Associate





REPORTS TO:



Head of Technical Services & Systems

PRIMARY FUNCTION: 
Responsible for the accurate processing and maintenance of the St. Olaf Libraries periodicals collection.  Serve as the resource person for all serials functions in the St. Olaf Libraries.

AREAS OF RESPONSIBILITY:
1. Prepare periodicals received for processing; check material against invoice and record-fund information; examine physical condition of item for defects. Check in and process incoming serial issues.  Maintain order and check-in records for serials, including creation of records for requested titles and withdrawal for canceled titles.  Identify items not received in a timely manner and create claims for these items.  Handle complicated claiming issues.  Preserve deteriorating periodicals.  Maintain periodicals collections in the Newspaper Room and on Current Periodicals shelves.


2. Activate and maintain serials titles in SFX (open URL resolver).  Cooperating with serials librarian at Carleton, troubleshoot problems with titles in the SFX menu, A-Z title list, and MARCit records in Bridge. Serve as the account administrator for publisher or content host sites for electronic journal activation and usage statistics collection.  

3. Enter and pay the yearly periodicals and binding invoices of ca. $400,000.00 in the online library system (III).  Verify accounting information regarding serials orders.  Post invoices and work with Business Office to ensure payment.

4. Resolve the Libraries’ periodicals invoice problems through communications with the Business Office, vendors, and publishers.  Maintain good relations with national and international periodical vendors.  Verify order information through careful and thorough searching of appropriate print and electronic resources.  Inform appropriate parties of significant price increases and other changes.

5. Hire, train, organize, and supervise appropriate work for student workers.  Students working for the Serials Associate process and shelve serials, make claims, update records, maintain periodicals stacks, and process volumes for binding.

6. Coordinate professional binding activities for the three libraries and perform in-house preservation work.  

7. Assist the Head of Collection Development in ongoing serials reviews and assist the Head of Technical Services & Systems in the assessment and implementation of new technologies for serials collection management.  Collect statistical data for serials reviews and reference librarians.

8. Perform ongoing evaluations of current procedures for ordering and processing library periodicals.  Monitor best practice methods for managing the serials collection. Run reports using III for a variety of order evaluations, statistics, fund monitoring and other functions.   Search OCLC, vendor, and other bibliographic databases to verify order information and to transfer information into III.

9.
Participate in the Bridge Serials Working Group.  Serve on library committees and participate in local, state, and regional professional and continuing education programs as appropriate.

SUPERVISORY 

RESPONSIBILITIES:
Student workers. 

CONTACTS:
Regular contact with St. Olaf faculty and staff, vendors, student workers, donors, other library patrons, and Carleton library staff as appropriate.

EDUCATION: 
Essential:
BA

EXPERIENCE:
Essential:
Computer experience, familiarity with libraries, supervisory experience, ability to perform detailed work accurately, experience in approaching work as looking for and solving problems.

KNOWLEDGE, SKILLS, ABILITIES:

College background with understanding of curriculum needs; ability to work well with people in a collegial environment; ability to think critically and solve problems; supervisory and diplomacy skills; good computer skills; knowledge of OCLC, bibliographic records, III online library system and cataloging issues; ability to work with complex bibliographic data; good writing skills; ability to organize and communicate effectively.

PHYSICAL DEMANDS:
Ability to lift 50 pound boxes, good eye-hand coordination, manual dexterity to process materials.

WORKING ENVIRONMENT:
Ergonomic issues involving computer work that include repetitive motion, eye strain, back and neck strain. 

WORK SCHEDULE:
FTE: 1.0;  Term: 12 months


REPORTS TO:
Head of Technical Services & Systems

APPROVAL:                                                 College Librarian

DATE:
The date the job description was updated.     4-22-09

