
NON-IBN ADDENDA JOB DESCRIPTION 

TITLE/POSITION 

SUPERVISOR 

EVALUATION 

TERMS OF ADDENDA 

QUALIFICATIONS 

**Your employment is "at will" and may be terminated by the District, or by you, with or without cause. Termination shall become effective upon Board action. No legitimate expectation of
continued employment is created by this notice of appointment, understandings with the District or its agents, interpretations of Board policies, salary/compensation schedules, job descriptions or
documents generated by the District.

CERTIFICATION REQUIREMENTS

ADDITIONAL REQUIREMENTS

ADDENDA TYPE Flat Rate        
Per Diem
Formula

DUE DATE:
COMPLETION DATE:

ITEMS REQUIRED 
AT THE START OF 
PROGRAM

____________________________________________________________________________________________________________________________________________________________

NOTES:

DUE DATE:
COMPLETION DATE:

ITEMS  REQUIRED 
AFTER THE START 
OF PROGRAM

DUE DATE: COMPLETION DATE:

ITEMS  REQUIRED 
AT COMPLETION OF 
PROGRAM

_____________________________________________________________________________________________________________________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

EMPLOYEE SIGNATURE:_______________________________________________________

SE
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_____________________________________________________________________________________________________________________________________________________________ 

COMPLETION OF ADDENDA             SUPERVISOR SIGNATURE ______________________________________________________  DATE ___________________________________

_____________________________________________________________________________________________________________________________________________________________

Addenda/Extra Duty employment is term specific with no right of continuation. Remuneration is per the Board approved schedule. The 
administrator has the right to recommend a pro-rated addenda/extra-duty stipend based on completion of responsibilities.  Should you be unable 
to fullfill your contractual obligation, the amount will be pro-rated upon actual days completed.

@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@@�


	Title: Library Cataloger
	Supervisor: District Lead Librarian
	Evaluation: Performance is to be evaluated annually by a district administrator. 
	Certification: Minimum of 5 years' experience in cataloging.
	Additional: Coursework in Cataloging or a minimum of 5 years' experience cataloging MARC Bibliographic records in a school library while holding the position of school librarian.
	Qualificatoins: Experience with K-12 curriculum and the special cataloging needs of a school library catalog; including, but not limited to educational subject headings, reading levels, audience level requirements, and special programing delineations (i.e. 900 tags)
	Flat: Yes
	Per Diem: Off
	Formula: Off
	Notes: $15.70 per hour for 24 hours weekly. Maximum of 400 hours per semester.
	Start 1: • Schedule cataloging visits with district libraries
	Start 2: • Catalog new books to district catalog so Library Clerks can add copies
	Start 3: • As applicable: - Investigate book call numbers and appropriateness of material
	Start 4: (Titlewave, NoveList, ARbookfind, Lexile.com, DDC, public libraries, etc.)
	Start 5: - Search for records from Destiny MARC record sources (by ISBN, Title and author or 
	Start 6: LLCN
	Start 7: - Pull MARC records from outside district when available
	Start 8: - Enter new MARC records when no outside records are found
	Start 9: - Set up district record and catalog record for  first school
	Start 10: - Update or add entry to 82 tags (call number entry) in MARC records
	Start 11: - Add data to other tags as needed
	Start 12: - Add 13 and 10 digit IBSNs to MARC records when available
	Start 13: 
	Start 14: 
	Start Due: 
	Start Complete: 
	After Due: 
	After Complete: 
	After 1: • Answer questions / trouble-shoot problems:
	After 2: - Note questions that need to be set aside for District Lead 
	After 3: Librarian or Deputy Superintendent - Curriculum, Instruction & Assessment
	After 4: • Advise/help clerks with call number changes/corrections from existing records
	After 5: • Catalog equipment for BCHS properties clerk
	After 6: • Answer clerk cataloging questions
	After 7: • Delete recycled books per clerk requests
	After 8: • As needed in future: - Merging records 
	After 9: - MARC record downloads for new books from vendors
	After 10: - Maintain records regarding clean-up and/or adding Lexiles/AR levels
	After 11: • Use knowledge of Destiny to solve cataloging problems
	After 12: • Maintain log of cataloger hours and work accomplished
	After 13: • Run records of books added to individual libraries and total district yearly
	After 14: • Run reports of  accomplishments and problems encountered
	Revision Date: 
	Done Due: 
	Done Complete: 
	Done 1: • Attend library in-services as needed
	Done 2: • Meet regularly with District Lead Librarian and Deputy Superintendent of CIA
	Done 3: • Mirage workroom (additional duties) - Accept and sort recycled books from other
	Done 4: district libraries
	Done 5: - Recycle old or undesirable books, shelve remaining books in workroom
	Done 6: - Supervise volunteers as necessary
	Done 7: - Help organize yearly “shopping” event for clerks
	Done 8: 
	Done 9: 
	Done 10: 
	Done 11: 
	Done 12: 
	Done 13: 
	Done 14: 


