
Bessemer Public Library 
 

             Class Specification 
Class Title:         Cataloger/Acquisition    CLASS CODE: 50055 
DEPARTMENT:  Library              FLSA STATIS: N 
REPORTS TO:    Library Director                    DATE:2/02 

 
JOB SUMARY: 
 
Serves as lead staff member and performs various para-professional  functions related to library services, including: 
ordering books and other library materials; processing and cataloging materials; adding materials to the library 
collection and entering related informatin into the computer system; and performing related administrative and 
technical functions. 

 
ESSENTIAL JOB FUNCTIONS:  (All responsibilities may not be performed by all incumbents.) 
 
Carries out lead staff member responsibilities including: training in job skills, assigning and directing work, making 
recommendations in performance appraisal, and reporting problems to supervisor. 

 
Catalogs and maintains library books, and materials, including: placing orders for books and matrials; unpacking books, 
receiving, reviewing and stamping invoices and maintianing related records; cataloging and processing books and 
materials; typing and printing label information; generating and distributing forms to get materials put into cataloging 
system; adding materials to system for circulation; stamping and dating materials; cleaning and repairing books and 
materials and replacing labels; and returning duplicate materials.  Order materials. 

 
Assists patrons in using library equipment by instructing in the use of computers; printers and related equipment. 
 
Prepares and/or reviews complex, routine and non-routine reports and analysis utlizing a variety of sotfware; receives, 
sorts and summarizes material for the preparation of reports; prepares work reports; relays interprets administrative 
decisions, policies and instructions. 
 
Composes corresondence in accordance with standard policies; answers various inquiries; explains policies and 
procedures; processes routine and on-routine matters independently. 
 
Enters informatin into a computer terminal; uses the computer system to retrieve a variety of daily, monthly and yearly 
reports; maintanins routine financial records. 

 
IMPORTANT JOB FUNCTIONS: 
 
Performs functions related to circulation area functions, including: checking materials in and out; emptying 
return bins; receiving and handling complaints, requests, comments, etc.; receiving money for fines, fees, etc.; 
entering information into computer system; registering new patrons and issuing library identification; sorting 
returned materials; shelving books, periodicls and other materials;  reviewing overdue notices and issuing 
same to borrower; making copies; sending faxes; and answering phones, providing assistance and forwarding 
calls to appropriate staff member. 
 



Processes donations of books and materials. 

Opens and closes facility; operates security system. 

Assists in processing and maintaining daily financial functions. 

Assists staff in coordinating and delivering library programs. 

Interacts with a variety of individuals, both internally and within the community to provide informations, disseminate, 
organizational information and assist in resolving administrative issues. 

Disseminates a variety of information to various agencies/organizations via telephone, mail or FAX. 

May serve as backup for other positions within the organization. 

Performs other related duties as assigned. 

 
MATERIAL AND EQUIPMENT USED: 
 
Education and Experience: 
 
Four year degree from accredited college/university REQUIRED 
 
Two to three years of progressively responsible related experience 
 
KNOWLEDGE, SKILLS, AND ABILITIES: 
 
Knowledge of: 
Principles and practices of library functions, cataloguing systems, terminology, and technology. 
 
Dewey Decimal classification schedules, tables and indexes. 
 
Applicable state, federal and local ordinances, codes, laws, rules and regulations and legislative issues. 
 
Customer service techniques. 
 
Correct English usage, including spelling, grammar, punctuation, and vocabulary. 
 
Community interests and needs. 
 
All computer software and hardware related to performance of the essential functions of the job. 
 
Skills in: 
 
Organizing, assigning, leading and reviewing the work of staff. 
 
Using tact, discretions, initiative and independent judgment within established guidelines. 
 
Using computer to accurately and rapidly enter and retrieve data and information. 
 



Organizing work, setting priorities, meeting critical deadlines, and following up on assignments with a 
minimum of direction. 
 
Communicating clearly and effectively, both orally and in writing. 
 
Mental and Physical Abilities: 
 
Ability to provide effective service and communicate with patrons and staff. 
 
Ability to analyze problems and find solutions. 
 
Ability to read information from a computer and enter data into computer. 
 
While performing the essential functions of this job, the incumbent is regularly required to sit; use hands to 
finger, handle or fell objects; reach with hands and arms; bend body downward and foreword by bending 
spine at the waist, requiring the full use of the lower extremities and back muscles; speak and hear; and push, 
pull and/or lift up to 50 pounds frequently. 
 
Working Conditions: 
 
Work is performed in a normal office/library environment with little exposure to outdoor temperatures or dirt 
and dust. 
 
The incumbent’s working conditions are typically moderately quiet. 
 
Working time may require irregular hours and/or weekends shifts. 

 
Salary and Benefits: 

 Position pays $36,982.40 yearly; Full benefits package includes health, dental, vision. Position 

requires 40 hours per week including working nights and rotating weekends. Employee may be 

required to adapt to future schedule changes.  
 

 
 
 


