
 

 

 

COALINGA-HURON LIBRARY DISTRICT 

Job Description 

Cataloging Specialist (1.0 FTE) 

 
POSITION SUMMARY 

 

The Cataloging Specialist is responsible for day-to-day operations of the Technical Services 

Department.  Duties include cataloging of all library materials, assisting patrons in the selection 

of books and materials, researching and locating reference information, and working closely with 

branch personnel on all issues related to the automation system used to catalog materials.  This 

position will also be responsible in providing department reports and statistics to the Director of 

Library Services. 

 

SALARY SCHEDULE: Specialist II. 

 

KNOWLEDGE, SKILL AND ABILITY 

 

The ability to acquire a working knowledge of the different modules within the library system.  

Thorough knowledge of the Dewey Decimal System; general knowledge of computers and 

thorough knowledge of acceptable cataloging procedures.  Bilingual-Spanish preferred. 

 

WORKING CONDITIONS 

 

A. Position requires attendance at meetings outside of the District; valid California Drivers’ 

License and proof of liability insurance, or alternative means of transportation, are required. 

B. Requires working weekends and/or evenings. 

C. Requires ability to use physical strength and agility on a continual basis, including bending, 

lifting objects frequently weighting up to 30 pounds, and may require constant standing. 

 

ESSENTIAL JOB FUNCTIONS 

 

Displaying good communication skills during extensive public contact promotes customer 

satisfaction through friendly, efficient service and resolves customer complaints effectively.  

Also able to establish and maintain effective interpersonal relationships with other staff and 

display team spirit. 

 

 

 

 

 



DUTIES AND RESPONSIBILITIES 

 

 Acts as troubleshooter for any problems that arise in the cataloging module of the current 

computer system by contacting the SJVLS Library Program Manager in Fresno for 

assistance. 

 Assigns new codes for new materials added to the collection. 

 Assume Cataloging Services Clerk duties in his/hers absence. 

 Assume Jurisdictional System Administrator (JSA) duties per SJVLS job description. 

 Assumes all cataloging duties for the current circulation system, (and any new system) being 

used by San Joaquin Valley Library System (SJVLS). 

 Contacts cataloging centers to obtain new MARC records for materials that have no current 

information in the system.   

 Inputs information of materials into the system, including all updates, and all modules. 

 Inputs new staff into system, and deletes staff leaving the district. 

 Maintains master records and oversees input of serial copies into the serial collection. 

Assumes serial input duties when the assigned staff member is absent for an extended period 

of time. 

 Operates cataloging module for all materials retained by the Library District. 

 Ordering of supplies as they relate to the cataloging department. 

 Prepares new materials for shelves; performs information entry, including all updates. 

 Processes all materials for bindery. 

 Provides backup at the circulation desk. 

 Provides input regarding cataloging as SJVLS liaison. 

 Responds to alarm services provider and meets Police Department representative at library. 

 Reviews records placed in the Coalinga-Huron Library District system for accuracy 

regarding authority headings.   

 Trains and directs all Cataloging Services Department staff and volunteers. 

 Performs other duties as required.  

  

 

MINIMUM QUALIFICATIONS 

 

1. AA Degree in Library Science preferred, plus five years prior experience in current methods 

of public library cataloging; or 

2. An equivalent combination of education and experience substituting on the basis of one year 

for each year of education. 
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