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Full-Time Cataloger Para-Professional Technical Services Department

The Farmington Community Library is seeking a Full Time Cataloger Para-Professional. The successful candidate will possess excellent technology skills, be service oriented and excited to grow, learn and share knowledge with peers. This candidate should have knowledge of cataloging processes, be detail and task oriented, and possess effective communication skills.  
We are a District Library serving the communities of Farmington and Farmington Hills, with a dedicated staff which provides library service in two locations. Each building has a unique personality, and both locations offer excellent service.
Job Summary:
Under the supervision of Technical Services Department Head, employees in this classification perform clerical and operational functions to ensure the orderly flow of cataloging materials, and services in the Technical Services Department. 
Essential Duties and Responsibilities May Include But Not Limited to:
· Responsible for transporting and fixing all bibliographic records from OCLC, Baker & Taylor, and other libraries.

· Create Authority Records when needed, and modify bibliographic records according to RDA requirements.

· Receive, invoice, pay, and link all incoming materials received manually and electronically, as well as standing orders in Polaris.
· Process materials as required: stamp, label, and tag all various types of incoming materials.
· Perform RFID duties, check new materials in, and process holds.
· Link and process donation materials as needed.
· Assist at Tech Logic automated material handling system when necessary.
· Continued learning of current and future changes to the Polaris system, and cataloging procedures.

Qualifications and Skills:

· Library Technician’s degree or its equivalent in experience or training.

· Knowledge of cataloging.

· Extremely detail and task oriented.

· Accuracy and skill in keyboarding, spelling, English, grammar and arithmetic.

· Ability to communicate effectively, orally and in written.

· Exhibits good judgment and ability to establish and maintain effective working relationships with others.

· Excellent customer service skills and professional attitude towards providing services to patrons.
This job description is intended to represent only the key areas of responsibilities; specific position assignments will vary depending on the business needs of the department.

Physical Activity Requirements:

Degree of physical demands (strength) usually associated with the essential functions of the job
· The ability to lift, push, and or pull up to 40 lbs., and to push carts weighing up to 200 lbs.

· The ability to sit, stand and walk for long periods.

· The ability to bend, reach, crouch or stoop.

· Sufficient vision, speech and hearing, which will permit employee to successfully perform functions of this position.

Equipment Commonly Associated with this Job:

Computer, barcode scanner, RFID scanner pad, telephone, office machinery, conveyor belt and book trucks, among others.

Position Available:


Full-Time Cataloger Para-Professional






Technical Services Department 

Salary Range:

            $33,595 - $58,904
Full Time Position:


40 hours per week, to include nights and weekends
Fringe Benefits:                       
Excellent
Please respond with a cover letter, resume and application.  Application is available at http://history.farmlib.org/pdfs/Employment_Application_3_2018.pdf   

Deadline for application packet is November 15, 2020 to:

                                                  


Crystal Peterson




Crystal.Peterson@farmlib.org




Farmington Community Library




32737 West 12 Mile Road




Farmington Hills, MI 48334
Application packet will be evaluated when received
