
JOB DESCRIPTION

POSITON TITLE: 
Special Collections Cataloger/Preservation Librarian

REPORTS TO:
College Librarian

PRIMARY FUNCTION:

Responsible for original and complex copy cataloging of currently received and retrospective materials and the conservation and preservation of the St. Olaf College Libraries’ collections.

AREAS OF RESPONSIBILITIES:  


1.  Cataloging

a. Perform original and complex copy cataloging in accordance with national standards for input via OCLC into the Libraries’ Innovative Interfaces online system.

i. Emphasis is on monographs, serials, and other formats in Norwegian, Danish and German from the St Olaf and Kierkegaard Libraries and the Norwegian-American Historical Association. 

ii. Retrospective cataloging of rare book materials as time permits.

b. Perform authority control using LC Authority files so that authoritative name, series, and subject headings are used and the appropriate cross-references are included in the online catalog.

c. Work with other catalogers in the department and consortium to resolve cataloging problems and establish departmental and consortia policies.

d. Develop and maintain knowledge of emerging cataloging theory and practice for special collections and rare materials.


2. Preservation

a. Determine appropriate conservation and preservation treatment for the Libraries’ collections, including rare books.



b. Perform and coordinate mending and repair.




i.  In-house mending and other preservation

ii. Maintain an inventory of mending supplies, preservation materials, and other equipment

c. Train and supervise student assistants in the conservation and preservation of library materials.

d. Develop and implement an ongoing preservation program for the St. Olaf College Libraries.

e. Develop and maintain knowledge of emerging theories and practices of conservation and preservation of library materials.

3. Participate in general departmental responsibilities and library and college-wide committees as appropriate.  


4. Participate in local, regional, and national professional activities as appropriate.

5. Provide patron assistance to faculty, staff, students, and anyone using special collections materials.

SUPERVISORY RESPONSIBILITIES:
na

CONTACTS:
Faculty, staff, students, parents, alumni, donors, visiting scholars and NAHA researchers, and community members.

EDUCATION: 
Essential: 
American Library Association-accredited Masters

in Library Science 

  
Desirable: 
Second advanced degree 

EXPERIENCE:  
Essential: 
Minimum of 3 years library experience, including:

original cataloging experience of a variety of formats; experience in library conservation and preservation.                  

   
Desirable:
Original cataloging of rare book materials. Working 

knowledge of additional European languages and Latin. Experience in grant writing.

KNOWLEDGE, SKILLS, ABILITIES:

· Strong command of cataloging principles and standards.

· Knowledge of and commitment to the conservation and preservation of library materials.

· Good working knowledge of Norwegian, Danish, and German.

· Excellent organizational skills.

· Excellent interpersonal skills and ability to work with a diverse population of library users.

· Effective verbal and written communication skills.

PHYSICAL DEMANDS:

na

WORKING ENVIRONMENT:
Normal office environment

WORK SCHEDULE:


FTE (Full-time Equivalent): 0.92

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

APROVAL:



Bryn Geffert

DATE:




June 2004

