Gloucester County Job Description

POSITION: Librarian/Cataloging/Collection Manager
DEPARTMENT: Library

JOB CODE: A906

FLSA: Non-exempt

GENERAL STATEMENT OF JOB: Under general supervision, performs professional work planning, organizing,
and directing the ordering, cataloging, and processing of library materials using the Library’s ILS. Manages the
automated functions of the library system. Work involves selecting, cataloging, and classifying library materials,
monitoring library materials budget, analyzing user trends for collection development. Assists in the
administration of the public library system. Employee must exercise considerable tact and courtesy in frequent
contact with vendors and patrons. Reports to the Director of Library Services.

ESSENTIAL JOB FUNCTIONS:

1.

2.

10.

11.

12.

13.

14.

15.

16.

Catalogs and classifies new and donated library materials including books, eBooks, DVDs and other materials.
Monitors collection usage by creating and analyzing reports by user groups and collection area.

Practical knowledge of OCLC and Marc21 bibliographic standards, current RDA and linked data standards.
Skilled at using Library integrated software.

Demonstrated ability to use Microsoft Products such as Word, Excel, PowerPoint, etc.

Serves as liaison between library and cataloging/automation vendor(s).

Works with the Department of Information Technology to maintain databases.

Develops and facilitates training sessions for updates or new services.

Performs technology troubleshooting for library equipment.

Assists at the circulation desk, including checking library materials in and out.

Responds to reference questions.

Supervises assigned staff and volunteers.

Assists director with administration of the library and responds in the absence of the director.

Prepares various reports.

May operate County vehicle to retrieve and distribute interoffice mail.

Performs other duties as assigned.

EMPLOYEE UTILIZATION IN ADVERSE WEATHER AND EMERGENCY CONDITIONS

All Gloucester County employees are subject to being assigned to specific positions and tasks during a “Declared
Emergency” as support personnel, by the County Administrator, the Emergency Management Director, or the
Emergency Operations Plan (EOP). Once assigned, this would be the same as a regular work assignment and all
policies and procedures for duty assignments apply. (Please see Gloucester County Administrative Policy 101.1 -
Employee Utilization in Adverse Weather and Emergency Conditions.)
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JOB LOCATION AND CONDITIONS:

Duties are performed in office environment.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:

Thorough knowledge of Dewey decimal system, MARC 21 standard (Machine-Readable Cataloging) and AACR2
standards (Anglo-American Cataloguing Rules, Second Edition), and ability to learn and understand new
cataloging norms such as RDA (Resource Description and Access).

Thorough knowledge of library routine and procedures.

Thorough knowledge of the library’s automated system and various types of informational materials in the main
and branch library.

Thorough knowledge of library techniques, systems, and processes involved with library material classification
and cataloging.

Broad knowledge of personal computers and commonly used Microsoft Office software products to include
Outlook, Word, and Excel; specialized programs and the internet.

General knowledge of the reading levels and interests of County residents.

General knowledge of literature appropriate for juveniles, young adults and adult patrons.
General knowledge of media including film, video, audio recordings and computer software.
General knowledge of current literature, trends, and developments in the field of library sciences.
Basic knowledge of the principles of supervision.

Ability to use standard library methods and principles in bibliography, cataloging, classification, circulation and
reference services.

Ability to perform data entry, typing and operate general office equipment.

Ability to use a variety of office machines, audio-visual equipment, and popular computer-driven word processing,
spreadsheet and file maintenance programs.

Ability to prepare reports, forms, schedules, statistical lists, receipts, etc., using prescribed formats.
Ability to follow established procedures and to perform work requiring some detail.

Ability to instruct patrons in the use of various office machines, computer programs and library reference
materials.

Ability to express ideas effectively orally and in writing.

Ability to exercise tact and courtesy in frequent contact with library patrons of various ages and the general public.
Ability to establish and maintain effective working relationships as necessitated by work assignments.

Ability to deal effectively with people beyond giving and receiving instructions.

Ability to perform under different levels of stress.
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EDUCATION AND EXPERIENCE:

Possession of a Master’s degree in Library Science (MLIS) from an accredited college.
Minimum of one (1) year of technical library experience. Supervisory experience preferred.
NECESSARY SPECIAL QUALIFICATIONS:

Virginia Librarian Certification within 6 months of employment.
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PHYSICAL REQUIREMENTS:

C= Continuous — over 6 hours a day

F= Frequent — between 3 and 6 hours a

O= Occasional — less than 3 hours a day P= Periodic — several times a year

I= Intermittent—several times a week/month | N/A= Not applicable to position
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