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BIBLIOTECA





CATALOGING LIBRARIAN / REFERENCE LIBRARIAN
JOB LEVEL AND TITLE

· The job title will be Cataloging Librarian / Reference Librarian.  This is a professional position that carries teaching status at the school.  This position is generally a local hire position.

PURPOSE

· The job of Cataloging Librarian / Reference Librarian is to supervise, update and oversee the library’s holdings.  This includes adding, removing and editing items in the catalog as needed concordant with the library’s purchases and weeding procedures.  As well, this position requires a working knowledge of and strict adherence to current bibliographic processes and procedures.  In addition, the Cataloging Librarian / Reference Librarian will help the Head of Information Services in all materials orders.  Furthermore, this position includes two days a week supervising the Reference Room, which involves working collaboratively with teachers and students in meeting their information needs.  Finally, the position exists in order to promote and reinforce the school’s mission statement, as follows:

· To educate students in a bilingual, democratic environment to be autonomous, and to demonstrate a spirit of inquiry and collaboration, a commitment to excellence, and the highest aspirations for the welfare of both the individual and society.
DUTIES AND RESPONSIBILITIES

Duties include but are not limited to:

· To catalog books and other library materials using the Sears and Dewey Decimal standards in conjunction with available cataloging sources (Follett, Online, Etc.)
· To develop original cataloging for books and other library materials which do not have cataloging available
· To edit, update, correct, recatalog, reclassify or enhance bibliographic records for books and other library materials as needed
· To create call numbers for items
· To assign access points for library materials
· To create item records and assigns barcodes to items
· To make decisions for item concerning binding; prepares and receives all items for shipment to and from bindery vendor and updates library catalog
· To receive requests for book or other media from library or school staff, search available bibliographic sources to verify publication data and search library files to prevent duplication of acquisitions

· To help process newspapers and serials

· To help with all library materials acquisitions and other purchases

· To help the Head of Information Services and other library staff in regular inventories and weeding

· To be a strong team player 

· To actively promote library services, programs and materials. 

· To read and review library communications, e-mail, intranet and manuals

· To provide advice on book selection to patrons

· To help patrons locate materials

· To schedules, trains and coordinate work of clerical staff and provides training to other staff as needed
· To assist patrons with general reference questions

· To assist patrons with the use of computer equipment and programs in the library, as needed

· To help oversee the care and maintenance of the physical plant

· To advise patrons of library policies and regulations
· To perform routine library assignments involved in searching records for catalog copy, preparing bibliographies and book lists, and maintaining book shelves
· To assist the Head of Information Services in developing collaborative projects and programs with the teaching staff and publicize the use of library resources

· To assist and orient the community in the utilization of library resources

· To help plan, implement and evaluate library programs, services and policy, both short term and long term
· To organize library exhibitions, including art, booksellers, and other community-related tasks.
· Reference: 

· To interview patrons for reference needs 

· To instruct patrons on use of library 

· To instruct patrons on use of Public Access Catalogs 

· To direct patrons with location questions 

· To search for subject information 

· To instruct patrons in use of Reference network computers 

· To assist with word processing or other computer related needs 

· To search local history sources for data 

· To refer to other sources beyond library when needed 
· To perform other related duties as assigned
RELATIONSHIP TO THE ORGANIZATION & SUPERVISORY RESPONSIBILITIES

· The Cataloging Librarian / Reference Librarian is responsible to the Director of the Library.  The day-to-day supervisory responsibilities for the position include a staff of 1, as follows:

· 1 part-time Cataloging Assistant
QUALIFICATIONS

· The Cataloging Librarian / Reference Librarian should have the following characteristics:
· Library experience or a working knowledge of library organization, procedures, tools, etc.
· Management experience, specifically in working with and overseeing staff
· Ability to deal effectively with the public, especially in an educational environment
· Ability to deal effectively with students from all grade levels
· Ability to communicate effectively, orally and in writing

· Knowledge of technology, including hardware and software, networking, and the Internet

· Master’s degree in technical services
· Knowledge of cataloging procedures, specifically Dewey and Sears, especially as it realtes to educational institutions; knowledge of MARC tagging and coding practices
· Ability to interpret and apply procedures and policies of the library, organize work assignments, recognize priorities, understand and follow written and oral directions
· Ability to train and direct work of clerical, temporary and/or volunteer employees

· Fluency in Spanish and English

· A familiarity with literature and research-oriented materials

· Any combination of education and experience that would indicate ability to perform the above duties

· Must be reliable and productive with excellent interpersonal skills.

· Attention to detail critical.

· Must enjoy working with the public and be able to work with a minimum of supervision.

· Must be flexible in terms of scheduling.

· Punctuality and reliability are essential. 

· The Cataloging Librarian / Reference Librarian may have the following characteristics, as well:

· Self motivated, organized, efficient, and productive

· Demonstrated conflict management skills providing win-win resolutions

· Assertive, outgoing personality and a sense of humor

· Ability to work with teachers on curriculum issues, instruction, planning and the integration of library resources into classroom practices

· Ability and willingness to take on extracurricular activities as needed and desired

SALARY AND SCHEDULE
· The salary range will be dependent upon the candidate’s knowledge, experience and qualifications.
The Colegio Bolivar is an equal opportunity employer, which does not discriminate on the basis of sex, race, religious affiliation or age.
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