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	Acquisition

· Vendor communication

· Materials processing
	The ability to effectively process library material orders; knowledgeable of vendor software, processes, products and updates; communicate effectively with internal staff, patrons and vendors. 


	· Establish and apply effective procedures for handling special materials, such as serials, periodicals, audiovisual materials, electronic media, and other formats
· Knowledge of the publishing industry and vendors from which library acquires materials, supplies, equipment and services

· Knowledge of procedures for verifying and ordering materials, receiving orders, resolving problems and accounting for expenditures
	· Decision making, using techniques and data

· Risk management

· Change management

· Evaluation and prioritization techniques

· Managing research and development

· Vendor training on use of vendor Web sites for acquisitions & how to have those web sites interface with ILS

	Cataloging


	The preparation of accurate descriptions of library materials and the provision of appropriate access.
	· Applies relevant national and international bibliographic control standards (AACRII, MARC, Metadata, Dublin Core, etc.)
· Maintain accurate card and/or on-line catalogues
· Select appropriate subject headings and call numbers for proper identification, placement and access

· Familiarity with MARC format, cataloging rules, subject headings, and classification schemes

· Knowledge of library catalog systems and software such as OCLC, Library of Congress, RLIN, Dewey, Library of Congress Subject Headings, AACR2 (Anglo-American Cataloging Rules), and MARC

· Ability to pay attention to detail


	· Basic cataloging of various formats of materials

· MARC records, LC Subject Headings, Dewey, LC Classification
· OhioNET and on-the-job training

· OCLC products, including new products and upgrades 

· MS Office product training such as e-mail, Word, and Excel



	Planning and Organizational Skills

· Performance management

· Coaching/staff development

· Supervision (if applicable)


	The ability to attract, retain, and motivate staff to work towards shared objectives.
	· Effectively uses project management techniques to plan and implement new programs and services

· Balances long and short-term planning

· Takes action to minimize unnecessary error or risk; identifies alternatives and makes contingency plans

· Emphasizes the importance of and demonstrates logical, systematic approaches to the accomplishment of tasks

· Effectively manages time and priorities


	· Articulating vision, mission, values, and standards

· Performance standards and measurement, employee motivation, communication, and conflict resolution

· Project management



	Processing

· Materials preservation

· Materials preparation


	The ability to efficiently and accurately prepare and maintain library materials for staff and patron use.  
	· Apply appropriate methods and techniques for storage and preservation of materials
· Knowledge of appropriate methods and techniques for materials processing, storage and preservation

· Apply appropriate methods and techniques for accurate physical preparation 
	· Book repair classes

· In-house training
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