Job Title: Cataloging Librarian
Location: Brown County Public Library – 106 SW Cross St – Mt. Sterling, IL 62353
Job Type: Full-time (40 hours per week)
Salary: Commensurate with experience
Reports To: Library Director

Position Overview:
Under the direction of the Library Director, the Cataloging Librarian supports the Brown County Library’s mission to create a community-focused library that meets the informational, educational, technological and recreational needs of a widely diverse public.  We are committed to progressing on all levels.  The Cataloging Librarian performs duties that require cataloging and classifying library materials to ensure they are accurately represented in the library’s catalog. The employee will have strong expertise in library cataloging practices, metadata standards, and a passion for ensuring easy access to library resources for the community.

Key Responsibilities:
· Cataloging & Classification:
· Catalog new library materials, including books, audiovisual resources, and digital content, in accordance with current library cataloging standards (e.g., MARC, RDA, LCSH).
· Apply appropriate subject headings, classification numbers, and metadata to resources.
· Ensure catalog entries are accurate, complete, and formatted according to the library’s specific cataloging policies and procedures.
· Maintenance of Catalog Records:
· Regularly review and update existing catalog records for accuracy and consistency.
· Work closely with other library departments to resolve cataloging issues and implement updates or corrections as needed.
· Training & Collaboration:
· Provide training and support to library staff on cataloging procedures and best practices.
· Work collaboratively with the Head of Technical Services and other library staff to improve cataloging processes.
· Quality Control & Evaluation:
· Monitor catalog records to ensure they meet established quality standards.
· Implement quality control processes to guarantee consistency across all library materials.
· Special Projects:
· Assist with digitization projects, including creating metadata and catalog records for digital collections.
· Contribute to special library initiatives, such as outreach programs, by ensuring appropriate cataloging and organization of materials.
· Perform other duties as assigned

Qualifications:
· Education:
· High School Diploma and bachelor's degree desirable.  A master's degree in library science (MLS/MLIS) from an ALA-accredited institution would be ideal but not required.
· Experience:
· At least 2 years of experience in cataloging in a library setting.
· Experience cataloging standards (e.g., MARC, RDA, AACR2, LCSH) and library management systems.
· Skills:
· Strong knowledge of cataloging principles and practices, including subject headings, classification, and metadata standards.
· Familiarity with library integrated systems and cataloging tools.
· Excellent attention to detail and ability to handle complex information systems.
· Ability to work independently and as part of a collaborative team.
· Strong written and verbal communication skills.
· Desirable Skills:
· Experience with digitization projects or special collections.
· Familiarity with current trends in library technology and cataloging practices.

Physical Demands:
· Ability to lift to 25 pounds.
· Comfortable working with technology and seated at a desk for extended periods.
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