
Primary 
 Performs copy cataloging processes.  
 Utilizes the OCLC database for complex and basic copy cataloging of new materials  
 Creates and adds Library's holdings to consortium records, in accordance with local practice 
 Classifies library materials and assigns call numbers using the current Dewey Decimal Classification and in accordance with 

local practice 
 Applies current national, consortial and local cataloging rules, standards, and practices. 
 Communicates with consortia members.  
 Participates in special cataloging, record cleanup, reclassification, and re-packaging projects, as assigned.  
 Withdraws de-selected library materials. 
 Performs data entry. 
 Prepares monthly statistical reports as assigned. 

Secondary 
 Keeps informed of current general and job-specific information and trends at the local and regional library level.  
 Collaborates with staff on committees, projects, and events as assigned. 
 Attends appropriate meetings and participates in relevant training, continuing education, and/or professional development. 
 Performs other duties and projects as assigned. 
 Serves as backup for other departments as assigned.  
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