
CITY OF ALMA 
JOB DESCRIPTION 

Updated 08/09/2019 
CATALOGER / TECHNICAL SERVICES LIBRARIAN 

 

 
Supervised By: Library Director 
Supervises:  Library Aides as assigned by the Library Director 
 
 
Position Summary: 
Under supervision of the Library Director, receives, classifies, and catalogs various library 
materials. Oversees the work of Library Aides assisting with cataloging functions. Performs 
routine bibliographic database maintenance. Assists with acquisitions processes and maintains 
periodical collections. Performs circulation duties and assists customers. Contributes to library 
programming initiatives and maintenance of web presence. 
 
 
Essential Job Functions: 
An employee in this position may be called upon to do any or all of the following essential functions.  These examples 
do not include all of the duties which the employee may be expected to perform.  To perform this job successfully, an 
individual must be able to perform each essential function satisfactorily. 

 
1. Oversees receipt of all circulating materials into the Library, reconciling packing slips and 

invoices. Assists with invoice preparation and facilitates returns and exchanges with 
vendors.  

 
2. Utilizes vendor-supplied bibliographic records or searches bibliographic record 

databases to import records for each new item into the library catalog database. Edits 
records as needed to conform to local and national standards for bibliographic 
description. Creates original bibliographic records as needed. 
 

3. Determines the correct call number classification and access points for each item in the 
library catalog database that conform to local and national standards, consulting with 
collections librarians as needed on placement of items in library collections. 
   

4. Updates and revises bibliographic records for new editions, additional copies and 
replacement copies.  
 

5. Creates shelf labels for all items and ensures that each is properly processed for 
circulation with correctly applied labels, stamps, and other protective coverings. 
Performs minor book repair as needed. 
 

6. Writes and updates documentation for local cataloging practices and procedures. 
Consults professional sources to remain current on bibliographic standards and best 
practices, obtaining information and training as needed from local, state, and national 
sources. 
 

7. Maintains records of library materials and current price list of updated reference books.  
Runs reports, answers questions, and provides information about the Library’s 
collection. 

 
8. Performs routine bibliographic database maintenance and authority control tasks, such 
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as deleting records for discarded items, record corrections, location changes, and 
updating name and subject authority files. Creates lists and reports as needed. Consults 
sources and obtains training as needed to keep current on local ILS system database 
use, best practices and maintenance. 
 

9. Routinely works with database administrators and technicians from city IT services, the 
Midwest Collaborative for Library Services (MCLS), and the library ILS system vendor on 
bibliographic database troubleshooting, updates and maintenance. Assures that daily 
bibliographic reports are sent to MCLS for updating the library’s records in the statewide 
catalog. 
 

10. Works with vendors to facilitate annual renewal of print periodical magazine and 
newspaper subscriptions. Sends claim requests for missing or damaged issues to 
publishers or vendors. Prepares bids and invoices. Creates related lists and reports. 
 

11. Performs reference desk and circulation tasks as needed. Utilizes library ILS system to 
circulate books and other materials. Issues library cards and receives payments for fines 
and services. Assists library patrons with questions and searches using the online 
catalog, library databases or the Internet. Assists patrons with locating and using library 
materials and the use of library equipment including microfilm reader, photocopier and 
computers. 
 

12. Supervises library aides assigned to cataloging duties as assigned. Provides guidance 
and directs the work of aides in other areas of the library as needed.  
 

13. Participates in the development, creation and distribution of library publications and 
promotional materials. Works with other staff to facilitate patron awareness and use of 
library resources and to maintain and update information about library resources and 
events on the library website and in social media. 
 

14. Assists with facilitation of library events. Initiates, plans, promotes and facilities library 
events with approval of director. 
 

15. Performs related work as required. 
 
 

Required Knowledge, Skills, Abilities and Minimum Qualifications: 
The requirements listed below are representative of the knowledge, skills, abilities and minimum qualifications 
necessary to perform the essential functions of the position.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the job. 

 

• Associate’s or Bachelor’s degree in library science or related field. Master’s degree from 
ALA-accredited program preferred.   
 

• Two or more years of related experience including some administrative or supervisory 
responsibility. 

 

• Thorough knowledge of MARC bibliographic format, AACR2 and RDA cataloging 
standards, library classification systems, and current ILS software. 

 

• Skill in report preparation including the ability to design and complete reports and 
publications using various computer programs and software. 
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• Ability to provide leadership and direction on library technology and staff supervisions. 
 

• Ability to maintain records and prepare comprehensive reports. 
 

• Ability to communicate effectively and present ideas and concepts orally and in writing. 
 

• Ability to establish effective working relationships and use good judgment, initiative and 
resourcefulness when dealing with employees, City officials, board members, 
professional contacts, and the public. 

 

• Ability to exercise a high degree of diplomacy and work effectively under stress in 
contentious or confrontational situations. 

 

• Ability to critically assess situations, problem-solve, and work within deadlines and 
changes in work priorities. 

 

• Ability to work independently and in a team environment. 
 
 

 

Physical Demands and Work Environment: 
The physical demands and work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of the job.  Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

 

While performing the duties of this job, the employee’s environment is typically in a public library 
setting, with a controlled climate where they sit and work on a computer for extended period of 
time, communicate by telephone, email, or in person, and frequently move around the library.  
The employee is frequently required to access and retrieve books, periodicals and other 
materials that vary in weight, size and shape, and may be located at heights ranging from floor 
level to over-head level. The employee must frequently lift and/or move items or light or 
moderate weight and must regularly travel to other locations. The noise level in the work 
environment is usually quiet, although moderate noise for periods of time is common. 
 


