Librarian – Technical Services

Fairfield County District Library

Position Title: Librarian – Technical Services
Department: Technical Services
Pay range:  4 - Exempt
Immediate Supervisor: Coordinator of Information Technology and Technical Services

Position Summary: To provide library materials in all formats to the public in a timely manner through classification, cataloging and oversight of acquisitions and processing. 

Education: MLS or MLIS from A.L.A. accredited program.  Professional cataloging and acquisitions experience preferred.

Responsibilities: (not all-inclusive) all of the duties listed below are essential job functions for which reasonable accommodations will be made. All job requirements listed indicate the minimum level knowledge, skills and/or ability deemed necessary to perform the job proficiently. This job description is not to be construed as an exhaustive statement of duties, responsibilities or requirements. Employees may be required to perform any other job-related duties as requested by their supervisor subject to reasonable accommodations.

Essential Functions: 

· Manage the day-to-day operations of the Technical Services Department to accomplish the purchasing, receiving, cataloging, processing and distribution of all materials for the library system.
· Responsible for the cataloging and processing of materials in all formats.  
· Responsible for accuracy and integrity of all catalog records and authority control in the bibliographic database including serials control. 
· Set priorities for Technical Services support staff. 
· Responsible for all staff training regarding the Library’s cataloging and acquisitions modules. 
· Interpret Library policies and procedures in relation to collection concerns.

· Maintain professional awareness of current library trends and developments especially as they relate to cataloging and acquisitions.
· Effectively use technology to provide library services and complete internal library duties. 
· Effectively follows the Cataloging Standards established by the CLC.
· Perform other duties as required.

Minimum Qualifications:
· Advanced knowledge of the elements of library operation and the ability to apply such knowledge to work performed.

· Ability to provide effective leadership to staff within the department and beyond.

· Familiarity with current library technology and the ability to develop skills in the use of the Library’s current integrated library system and other computers technology and software.

· Ability to operate office equipment including information management tools (Windows applications, database, etc.). 

· Exhibit integrity and the ability to maintain the confidentiality of library information.
· Ability to concentrate on a task despite frequent distractions. 

· Demonstrate dependability and punctuality.
· Demonstrate a high level of attention to detail.
· Ability to establish and maintain effective working relationships with library administration and library staff. 
· Thorough knowledge and understanding of the service role of the public library and how cataloging and processing of library materials and database maintenance fulfill that role. 
· Ability to supervise and evaluate staff work performance and delegate work effectively. 
· Ability to think analytically and develop new or revised procedures and workflow. 
· Ability to adapt to changing situations. 
Specific Requirements:

· Must understand and endorse the FCDL’s policies and procedures and philosophy of public library service and interpret the Library's policies and procedures in a patron-responsive manner.
· Must work a flexible schedule including evenings and weekends.

· Ability to communicate clearly and concisely, orally and in writing, including formal communications and public presentations.

· Ability to make independent decisions when circumstances warrant and the judgment to appropriately determine those circumstances.

· Ability to perform basic math skills, adding, subtracting, multiplying, dividing, etc., and comprehend alphabetical and numerical sequencing.

· Exhibit adherence to all personnel policies and procedures as established by the Board and library administration and provided for in the Union contract. 

· Ability to deal tactfully with personnel, visitors, vendors, government agencies/personnel, and the general public.

· Ability and willingness to work harmoniously with other personnel.

· Willingness to seek out new methods and procedures and to be willing to incorporate them into existing practices.

· Possess a thorough knowledge (or ability to acquire knowledge) of the most up-to-date cataloging practices and MARC format standards and the ability to apply these in original cataloging. 

· Ability to apply the Dewey Decimal Classification System and Library of Congress Subject Headings. 

· Ability to oversee the cataloging and classification of materials in all formats, using records from various vendors, following national and local cataloging standards and practices. 
· Ability to create original cataloging records and performs original cataloging for special collection materials such as the genealogy collection.
· Ability to implement processes and procedures for authority control. 
· Ability to track expenses against budget.

· Work closely with collection developers and public service staff to identify cataloging priorities. 
· Work with Director to collect and compile library statistics and reports.

· Serve as a resource person to the other staff in matters relating to cataloging, acquisitions, serials, database maintenance, and methods of access to electronic resources.
· Monitor the materials processing supplies and orders from approved vendors. 
· Oversee the inventory of library materials.
· Work with Cataloging, Acquisitions and Technical Services groups within the CLC to develop solutions to cataloging activities that involve the integrated library system. 
Working Conditions
· Due to direct access to Library credit card and bank accounts, control over Library systems and possession of building master key, is subject to criminal and credit background checks.

