Job Description

For

Cataloger

Basic Function:

Reporting to the registrar, the cataloger performs a variety of complex technical functions in relations to the preparation of bibliographic and item records for museum records. Perform original cataloging and adapts online records according to guidelines in all subject areas.

Characteristic Duties and Responsibilities

o Perform original descriptive and subject cataloging for various museum materials.

o Conduct complex searching and researching to establish appropriate form of main entries, collations and series notes.

o Create item record and label for each physical item.

o Determine appropriate treatments for series or multipart items.

Competencies:

o Ability to understand the change process and how it will impact daily activities; ability

to change strategies/behaviors in response to changing priorities and conditions.

Required qualification:

Must demonstrate strong organizational, planning, promotional skills. Must possess strong

communication, and interpersonal skills, and the ability to interact effectively with colleagues,

and other diverse groups and individuals in a friendly manner. 
