Staff Position Announcement: Associate Librarian 
Description: 
A full-time Associate Librarian position is available June 2023. Supports Cataloging, Bibliographic Instruction, Interlibrary Loan, Public Services, and other support services as assigned by the Library Director.
Responsibilities:
· Cataloging:
· Oversee physical processing of new and discarded materials. 
· Learn and become proficient working with MARC records in Connection and Koha systems.

· Interlibrary Loan:
· Oversee the processing of loan requests from our patrons.
· Oversee the shipment of requested items to libraries throughout the nation.

· Public Services:
· Provide appropriate library services for patrons while staffing the front desk.
· Open/close the library as assigned including some early morning or evening hours.
· Perform Koha system functions as directed. 
· Maintain professional appearances throughout library building. 
· Displays/PR:
· Creates themes and organizes displays for two display cases in the foyer.
· Contacts faculty and staff for souvenirs from Mission Trips for ongoing display.

· Basic Research Instruction: 
· Assists students with basic research skills: retrieving information, using databases and catalog, using database tools for citation, general information literacy.
· Prepare and supervise a basic library introduction through library scavenger hunts used in GD 105, Foundations of Servant Leadership.

· Supervisory:
· Train and supervise one student worker to assist with Interlibrary Loan.
· Train and supervise student library workers in basic book processing and repair procedures.

· Office Manager:
· Keeps track of office supplies and copier paper.
· Assists with budget and billing.
· Monitors Mabee email and facility room schedule. 
Qualifications:
A qualified candidate must have a personal commitment to Jesus Christ and support the Christian character and mission of Sterling College.  The candidate must also possess a clear understanding of and ability to articulate the essentials of a Christian liberal arts college.  
· Communicate clearly and effectively with students and employees.
· Strong problem-solving, computer and organizational skills.
· Excellent attention to detail.
· Proficient with Microsoft Word and Excel.
· Knowledge of Dewey Decimal classification and integrated library systems (Preferred).

Education/Experience:
· Bachelor's degree (Preferred)
· Previous experience in cataloging or public services (Preferred)
· Research background in subject area of SC curriculum (Preferred)

The College:

Founded in 1887, and located in Sterling, Kansas, Sterling College’s mission is to develop creative and thoughtful leaders who understand a maturing Christian faith.  With approximately 600 students, of which nearly 40% represent non-majority populations, and 46 full-time faculty members, the campus community shares a vision to serve God's world through training servant leaders and the development of future leaders through strategic partnerships. Learn more about us at www.sterling.edu.
Application Procedure:

A review of applications will begin immediately and continue until the position is filled.  The successful candidate must undergo a background check.  To view the list of items to be completed to apply for this position, please go to: https://www.sterling.edu/about/employment and view the Associate Librarian job link in the staff area.  Materials are to be submitted electronically to rdodson@sterling.edu.


