
JOB DESCRIPTION

POSITION TITLE



Serials/Electronic Access Librarian

REPORTS TO:



College Librarian

PRIMARY FUNCTIONS: 


This position is responsible for the management and coordination of the St. Olaf Serials Department. Provide access to serials and other types of materials in all formats.  

AREAS OF RESPONSIBILITY:

1. Serials management and coordination

a. Manage the Libraries’ serials collections, including ordering, receiving, maintaining, and storing of current serials.

b. Maintain, in collaboration with Serials Assistant, automated serials system records, subscription renewals, cancellations and new orders, invoices, and claims.

c. Responsible for vendor relations and correspondence, statistics, and financial reports.

2. Physical maintenance of serials

            a. Responsible for the physical maintenance of the libraries’ serial collections.

            b. Assist with ongoing serials stacks maintenance and inventory.

            c. Oversee the in-house and professional binding operation.

d. Consult with collection development and preservation personnel regarding the physical condition of the collections and appropriate action.   

3. Bibliographic access and maintenance of holdings information

a.  Organize current serials and provide accurate and timely access to bibliographic records in all formats, including new titles, title changes, special issues, supplements, and withdrawal of discontinued titles.

b.  Perform original and complex copy cataloging of monographs and other formats as needed and work with other catalogers in the department and consortium to resolve cataloging problems and to establish departmental and consortial policies.

c.  Maintain the Libraries’ serial holdings in the Minnesota Union List of Serials (MULS) and serve as primary MINITEX contact.


4. Collection development and periodic review of existing collections

a.  Work with the Collection Development Librarian, liaison librarians, and academic departments and programs towards building a current, balanced serial collection, including evaluation of potential gift items.

b. In collaboration with the Collection Development Librarian, develop an evaluation program to routinely assess the collections’ strengths and weaknesses. 

c. Periodically conduct a thorough review of serials in all formats, involving all campus departments and programs, to determine what materials (in what formats) best serve the curriculum.  (Serials review to take place approximately every 7 years, including 04/05).

d. Participate in collection development and evaluation decisions concerning the St. Olaf/Carleton Consortium.

5. In consultation with the College Librarian and the Collection Development Librarian, and others as appropriate, develop and implement policies and procedures concerning the management and maintenance of the Libraries’ serial collections.  

6. Develop and maintain knowledge of emerging technologies, theories and practices regarding the management and bibliographic control of serials in all formats. 

7. Participate in: general departmental responsibilities and library, consortium, and college-wide committees as appropriate; local, regional, and national professional activities as appropriate.

8. Other responsibilities as assigned.

9. SUPERVISORY RESPONSIBILITIES: 
Hire, train, and evaluate the Serials Assistant; Supervision of student assistants – to include hiring, training, and scheduling student assistants.

CONTACTS:
Faculty, staff, students, donors, and vendors; 

EDUCATION: 
Essential: 

ALA-accredited MLS; 

Desirable:

Second advanced degree in the Humanities.

EXPERIENCE:            Essential: 
Minimum of 3 years of progressively responsible experience in serials management, automation, and collection development; original cataloging experience of serials and monographs in a variety of formats.

Desirable:
Supervisory experience, including project manage- ment; working knowledge of at least one modern European language. Understanding of serials collection needs in an undergraduate liberal arts environment. 

KNOWLEDGE, SKILLS, ABILITIES:


· Demonstrated managerial skills.

· Excellent organizational skills.

· Excellent command of serials cataloging principles and standards.  

· Excellent interpersonal and team building skills.

· Effective written and oral communication skills. 

· Ability to maintain an effective working relationship with all members of the St. Olaf   College Libraries, the Consortium, and the college community in general. 

PHYSICAL DEMANDS:
na

WORKING ENVIRONMENT:
Normal office environment.
WORK SCHEDULE:
Full-time Equivalent (FTE): 
0.92


Term:
11-month position; full-time hours during academic year with some summer hours.


APPROVAL:                                                
Bryn Geffert
DATE: 

June 2004





