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JOB SUMMARY 
Carries out the tasks of a cataloging professional. Performs a variety of general, complex, and 
paraprofessional tasks in acquiring, receiving, invoicing, cataloging, and maintaining library 
materials using established procedures and professional guidelines. Works as a member of the 
division team with participation in planning and implementing appropriate procedures. 
 
ESSENTIAL DUTIES AND RESPONSIBILITIES 
1. Maintains patron confidentiality in compliance with Wyoming state law. 
2. Performs exceptional customer service. As the first, and sometimes only, person that a 

patron may be in contact with, customer service is a very important aspect of this position. 
3. Places orders using established procedures and according to distributed schedule. 
4. Checks titles in WYLD database for correct bibliographic records; if no record exists, checks 

OCLC for copy cataloging.  
5. Searches and imports bibliographic records from OCLC into WYLD. 
6. Finds and edits similar records in OCLC for items needing original cataloging in consultation 

with the division manager; further edits the record in WYLD after import, if necessary. 
7. Classifies items using tools provided by the division, established professional guidelines, and 

division procedures. 
8. Identifies issues and brings them to the attention of the division manager.  
9. Ensures copy cataloging is in compliance with current library standards as they are best 

applied in a public library environment. This includes understanding, complying with, and 
appropriately using MARC format, RDA cataloging rules, Library of Congress Subject 
Headings, Dewey Decimal Classification (DDC) schedules, bibliographic authority control, 
and standards put forth by the WYLD Network. 

10. Assists in evaluating material returned to division for corrections or changes and takes 
appropriate action. Upon consulting with division manager, may revise information in 
library database or on items; may take other appropriate action using proper database 
and/or other needed actions, such as placing holds on other copies. 

11. Places newly processed/cataloged items on appropriate carts or corrected/repaired items 
on appropriate carts so that items may be made available to the public in a timely manner. 

12. Ensures that items showing as available are processed as soon as possible or makes items 
“not available” so that patrons and staff do not search for materials that are in processing. 

13. Assists the division manager by setting high standards for quality control of product in order 
to provide the best accessibility to materials for patrons. Provides input regarding the 
organization and the overall effectiveness of the Cataloging Services team. 

14. Attends trainings to stay current on cataloging trends. 
15. Serves as a member of the Cataloging Services team, shares specific job duties in order to 

optimize the workflow within the division, and promotes a team-oriented environment. 
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Note that division team members must interact with and maintain courteous and effective 
relations with library staff, patrons, and businesses. 

16. Participates in shared tasks with other team members. These tasks may include, but are not 
limited to: database clean-up, property stamping, labeling, bar coding, RFID tagging, 
covering new materials, and making these items available to the public in a timely manner 
using established library procedures. 

17. Alerts the division manager if volunteers need additional training. 
18. Completes original cataloging with the assistance of the division manager. 
19. Serves as back up to the Acquisitions Specialist as directed by the division manager. 
20. Works the Greeter desk as assigned. 
21. Performs other related and necessary duties as assigned. 
 
MINIMUM REQUIREMENTS 
 Bachelor’s degree from an accredited college or university; and 
 2 years of relevant experience; or 
 The equivalent combination of education and experience. 
 
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES 
 Knowledge of Dewey decimal classification system, MARC format, RDA cataloging rules and 

Library of Congress Subject Headings, and of bibliographic authority control, as well as basic 
library operations. 

 Ability to effectively and efficiently utilize and search computerized bibliographic databases 
applicable to Cataloging Services, including OCLC and WYLD systems. 

 Skill in verbal and written communication. 
 Skill in numerical and alphabetical filing. 
 Skill in data entry into computerized databases, spreadsheets, documents, or other systems. 
 Ability to work with limited supervision, with an aptitude for detailed work and proficiency 

in prioritizing tasks. 
 Ability to speak, read, comprehend, and write the English language. 
 
REPORTING RELATIONSHIPS 
Reports to: Manager, Computer Center & Cataloging Services 
Supervises: Volunteers 
 
PHYSICAL EFFORT AND WORKING ENVIRONMENT 
The essential duties and responsibilities of this job require the employee to move or manipulate 
moderately heavy equipment, boxes, carts, files, and stacks of material from one location to 
another. 
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