
 
 

Rare Book Cataloger, Part Time, Temporary  

Job Description 
 

Duties 

Reporting to the Arboretum Librarian, the Rare Book Cataloger is working on a grant project and 

will have the responsibility for describing, preserving and providing access to the Arboretum 

Library’s rare book and print collections. The cataloger is responsible for original and copy 

cataloging of print material in book and serial formats. The Rare Book Cataloger works with the 

Arboretum Librarian to set cataloging priorities and then to catalog the oldest and rarest items to 

facilitate customer access to Arboretum Library rare book collections. The purpose of this rare 

book cataloging is to describe the copy in hand; important for both identification purposes and 

patron interest. Specific duties of the incumbent include the following: 
 

•Cataloger for monographs and serials in the Arboretum Library Rare Book Collection.  

Performs original and copy cataloging and classification of monographs and serials in all formats 

using Resource Description & Access (RDA), Descriptive Cataloging of Rare Materials (Books) 

(DCRM (B)), LC-PCC Policy Statements and Program for Cooperative Cataloging guidelines as 

appropriate, Library of Congress classification, Library of Congress subject headings and 

genre/form terms, and OCLC/MARC tagging. 
 

•Works closely with Arboretum Librarian to ensure rare book cataloging practices align with the 

policies and best practices set forth by the Arboretum Library, as well as with standards and best 

practices for rare materials cataloging. 
 

•Contributes to the development and implementation of policies, procedures, and best practices 

for the cataloging and processing of Arboretum Library’s rare books and print materials. 
 

•In collaboration with the Arboretum Librarian, establishes cataloging priorities and designs and 

implements project plans to address those priorities. 
 

•Manages volunteers who assist with functions related to rare book cataloging, processing, and 

collection management. 
 

•Reviews and assesses workflows relating to cataloging, and storage of print materials as needed. 
 

•Coordinates with Arboretum Librarian and Preservation employee in identifying print material 

for conservation treatment or digitization. 



 

•Participates in instructional and outreach activities to promote knowledge and use of the rare 

book and print collections during the time period of the grant, including contributing to 

Arboretum publications and exhibitions (print and web), providing specialized orientations and 

instruction related to the print collections, providing training on the proper handling of rare 

books, and serving as the rare book expert on staff. 

 

Required Qualifications 

•ALA-accredited master’s degree in Library and Information Science OR equivalent education 

and experience (subject expertise combined with library experience). 
 

•Three years cataloging experience with a working knowledge of online library systems, 

AACR2r, RDA, LCC, LCSH, DCRM, OCLC MARC format. A significant portion of that work 

experience should be in special collections in an academic, research or special library setting. 
 

•Reading knowledge of one or more foreign languages. 
 

•Ability to build and sustain effective interpersonal relationships with library staff, volunteers 

and customers, etc. 
 

•Evidence of analytical, organizational, communication, project, and time management skills and 

demonstrated ability to set priorities, meet deadlines, and complete tasks and projects on time 

and within budget and in accordance with task/project parameters. 
 

•Demonstrated proficiency and capabilities with personal computers and software, the Web, and 

library-relevant information technology applications.  
 

•Capacity to thrive in an ambiguous, future-oriented environment of a small special library and 

to respond effectively to changing needs and priorities. 

 

Preferred Qualifications 

•Demonstrated knowledge of current trends and issues in botanical and horticultural libraries and 

relevant subject disciplines. 

 

•Advanced degree (subject master’s or doctoral) in a relevant discipline. 
 

•Familiarity with EOS International  integrated library system 
 

•Knowledge of book and publishing history. 
 

•Ability to identify basic preservation and conservation issues related to rare books and special 

collections. 

 

Additional Job Details 

Cover letter of application describing qualifications and experience; 

Current resume/vita detailing education and relevant experience; and 

Names, email addresses, and telephone numbers of 3 professional references including a current 

or previous supervisor. 

  


