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Cataloguer – Contract Position for a one-year maternity leave 

Reporting to the Cataloguing Manager, the Cataloguer is responsible for the cataloguing and classification of material according to specifications provided by the customer.

Duties and Responsibilities

The successful candidates will be responsible for:

· Searching bibliographic utilities for cataloguing copy

· Editing records loaded from bibliographic utilities according to the customers requirements

· Original cataloguing

· Preparing products from MARC records, ie. Spine labels

· Taking back-ups of all cataloguing records and documenting these back-ups

· Sending prepared MARC records to customers

· Daily fulfillment of targets

· Preparing weekly reports for the Cataloguing Manager

· Keeping abreast with developments in the field and regularly reviewing and communicating changes in cataloguing rules, MARC coding, and classification

· Working closely with the Cataloguing Manager and the company staff to ensure that customers are receiving the highest possible quality products

Qualifications

Candidates should possess a Library Technician’s Diploma or MLS.  The applicants should be self-starters, with the ability to work in an open team environment.  Applicants should also be detail oriented, have strong oral, written, and interpersonal communication skills, as well as good organizational skills.  French verbal and written skills along with current awareness in developments and trends in cataloguing and CD-ROM technologies would be an asset.

Candidates should have experience in the following:

· USMARC, CANMARC, and UKMARC formats

· AACR2, LCSH, LC Classification schedules, Dewey, Sears (NLM Classification and MeSH experience would be an asset)

· Internet access to information

Please note that the job site is in Niagara Falls, Ontario.  

Send your resume to: humanresourcesCA@couttsinfo.com
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