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South East European University         
JOB DESCRIPTION
 
	Job Title:
	Cataloguing Librarian

	Faculty / Department:
	Library

	Centre / Sector:
	

	Reports to:
	Head of Library

	Supervises:
	

	Status and Ranking:
	Full Time:   √              Part Time:                                        
	Ranking position:
	4



	Job Purpose

	To offer an effective service to students and staff in classifying and cataloguing library books and material under the current Integrated Library System, in order to ensure the best conditions for loaning and research on the on-line catalogue; To offer a high-quality service to students and employees during the borrowing procedure using electronic loan systems (circulation). To offer an effective service to students and staff in finding necessary sources (referencing) for their research and to offer guidance on how to use and find printed and electronic materials; To support and coordinate Work and Study students



	Main Duties and Responsibilities

	To operate the complete cataloguing procedure using the current electronic system and label each item using Dewey call numbers and barcodes in accordance with workload planned

	To generate and print labels for new catalogued books and thesis

	To keep records of all loaning & returning operations under the current electronic system

	To introduce and train Library users in on-line research and the University’s on-line electronic catalogue

	To oversee delivering clearing certificates to departing students and confirm diploma procedure 

	To keep a register of reservations and requests, in order to be informed by library users of their needs and to forward them to the Acquisition Librarian

	To operate a shift system in order to cover day and evening Library opening hours efficiently and to make a security round before leaving in the evening and activate the Library alarm system as agreed with Security

	Sort books, publications, and other items according to procedure and return them to shelves, files, or other designated storage areas

	To check overdue loans and follow up all library users’ accounts, both students and staff and provide lists of missing books to relevant authorities or services

	To register Work and Study students in the Library, organize their schedule and check the work assigned and hours of attendance, reporting back to the Head as required

	To participate in the University’s Self-Assessment processes and to take part in relevant training, including sharing good practice and expertise

	To carry out duties and responsibilities in a legal, safe and secure manner

	To undertake duties in line with all University statutes, policies, procedures and guidelines and to follow the University’s mission of excellence and equity

	To carry out other duties in line with the rank of the post as may be reasonably required










South East European University

	Qualifications, Knowledge and Experience

	
Essential:

· Bachelors level qualification or equivalent professional qualification
· Three years experience in a library or related work environment
· Good knowledge of library electronic systems and research methods

Desirable:

· Experience of operating cataloguing and research procedures effectively in an electronic system


	Skills and Abilities

	
Essential:

· Effective communication (oral and written) in two of the three languages used at the university (Albanian, Macedonian and English) and contribution to the implementation of the Language Policy
· Excellent interpersonal and communication skills
· Ability to function with discretion
· Ability to work within a team
· Ability to provide clear, accurate information and data as instructed
· Ability to liaise positively and actively with a range of students and staff at different levels
· Good level organizational skills and multitasking
· Ability to work flexibly, cooperatively and with some independence
· Ability to prioritise workload effectively to meet deadlines 
· Excellent attendance and punctuality and effective use of working time
· Ability to use information technology and university computer systems efficiently to meet job requirements
· A willingness to undertake training
· A willingness to work within, contribute to and promote the University’s mission of excellence and equality 

Desirable:

· Ability to communicate (oral and written) in the three languages above
· Ability to suggest solutions to problems and new ideas for developing the area of work
· Ability and willingness to travel when necessary





















	Organisation Chart

	
Library

Head of Library
Pro-Rector for Academic Planning and Digitalization
Acquisition & Skopje Branch Library Liaison Librarian
Cataloguing Librarian
Digital Collection Librarian
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