
Cataloging Librarian 

 Job Description 

Lower Macungie Library 

 
Employment Status: Part-time, 25 hours per week 

FLSA Status: Non-exempt 

Direct Supervisor: Assistant Director 

Work Location: Library setting, office setting 

Clearance Requirement: Act 153 Clearances (Act 34 PA Criminal Background, Act 151 PA 

Child Abuse History, Act 114 FBI Clearance Fingerprinting) 

 

Job Objective: 

 

The Cataloging Librarian catalogs both print and non-print items and assists with maintaining the 

accuracy and integrity of bibliographic data in the online catalog 

 

Essential Functions and Responsibilities: 

 

Cataloging: 

 

 Maintains bibliographic records in the Integrated Library System (ILS) shared by 

members of the SPARK Community. Efficiently catalogs both print and non-print 

materials, according to RDA (Resource Description Access), Anglo-American 

Cataloging Rules (AACR2), Machine Readable Cataloging (MARC 21), and Library of 

Congress cataloging standards to ensure library patrons and staff are able to successfully 

locate materials 

 Classifies library materials and keeps bibliographic records up-to-date and accurate 

 Performs original cataloging when necessary 

 Imports bibliographic records from various sources to the ILS 

 Updates holdings data to reflect material transfer, withdrawal and additions 

 Maintains accurate records of location and status of all library items 

 Maintains the periodicals collection 

 Assists with weeding projects 

 Works both independently and collaboratively under general supervision 

 Works with Lehigh Carbon Library Cooperative (LCLC) libraries and the SPARK 

community to ensure bibliographic record accuracy and to resolve database and access 

issues 

 Provides cataloging training and oversees the Chinese collections manager 

 Takes the initiative to address any problems relating to cataloging duties 

 Develops, implements and oversees special cataloging projects as needed 

 Participates in online cataloging listservs and committees, including the SPARK 

Cataloging Committee and local (LCLC) committees 

 

 



Other: 

 

 Performs other duties as assigned 

 

Knowledge, Skills and Abilities 

 

 

Knowledge: 

 

 Overall knowledge of library policies and procedures 

 Principles and practices of bibliographic control including MARC, AACR2, RDA, 

LCSH, and Dewey classification 

 Able to produce original cataloging for various formats 

 Expertise with computer technology, including integrated library systems 

 Knowledge of the theories, principles, and objectives of library science, current trends 

and developments in the field, and library organization theories 

 

Skills: 

 

 Effective organization and problem solving skills 

 Strong interpersonal and teamwork skills 

 Strong communication skills, including the ability to effectively communicate with both 

technical and non-technical personnel orally and in writing 

 Ability to follow written and verbal communications 

 

 

Abilities: 

 

 Interact with others with courtesy, tact, initiative and integrity 

 Employ complex technical skills and exercise independent professional judgment 

 Resolve conflicts and solve problems 

 Maintain customer service and satisfaction 

 Learn and perform all essential job functions accurately 

 Effectively communicate the library’s mission and need to stakeholders, including 

elected officials, community members, and other interested parties 

 

 

Tools and Equipment Used: 

 

 Library computer system, Internet and the library’s website, word processing and 

database management software, copy, fax, scan, and mobile devices 

 Proficiency in the use of Microsoft Office, with the ability to create, edit, format, and 

integrate a wide range of documents including but not limited to Microsoft Word, Excel, 

and PowerPoint 



 

 

Work Environment: 

 

 The work environment characteristics described here are representative of those an 

employee encounters while performing the essential functions of this job.  Reasonable 

accommodations may be made to enable individuals with disabilities to perform the 

essential functions 

 

 

Education, Experience and Training: 

 

 MLS/MLIS from an ALA-accredited program and one (1) or more years professional 

cataloging experience OR Bachelor’s degree and three (3) or more years professional 

cataloging experience 

 Upon employment, employee will meet the Commonwealth Libraries annual requirement 

for continuing education 

 Satisfactory completion of a criminal history, child abuse screening, and FBI 

fingerprinting prior to employment and every five years thereafter 

 

 

 

*This position description is a general guideline for work behavior and is not intended to be a 

comprehensive listing of all job duties. Therefore, it is also not, nor can it be implied to be, a 

contract of employment. 
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