STERLING COLLEGE

Job Description
Associate Librarian
May 2015
Reports to:  Library Director
Description: 
Supports Acquisitions, Cataloging, and Public Services while providing Bibliographic Instruction and other support services as assigned by the Library Director.
Responsibilities:
· Acquisitions:
· Actively solicit faculty for purchase suggestions and needs
· Develop awareness of the research needs of the SC student body to manage acquisitions list
· Cataloging:
· Oversee physical processing of new and discarded materials 
· Learn and become proficient working with MARC records in Connexion and Koha systems
· Public Services:
· Provide appropriate library services for patrons while staffing the front desk
· Open/close the library as assigned including some early morning or evening hours
· Perform Koha system functions as directed including calendar and overdue notice functions
· Maintain professional appearances throughout library building 
· Bibliographic Instruction: 
· Teach basic research skills: retrieving information, using databases and catalog, using database tools for citation, general information literacy
· Prepare for and perform advanced research instructions as requested and trained
· Supervisory:
· Develop and maintain student library worker manuals, task lists, and procedures
· Train and supervise student library workers in basic book processing and repair procedures
Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· Communicate clearly and effectively with students and employees
· Strong problem-solving, computer and organizational skills
· Excellent attention to detail
· Proficient with Microsoft Word and Excel
· Knowledge of Dewey Decimal classification and integrated library systems (Preferred)
Education/Experience:
· Bachelor's degree 
· Previous experience in cataloging or public services (Preferred)
· [bookmark: _GoBack]Research background in subject area of SC curriculum (Preferred)
· Teaching background with classroom instruction (Preferred)
