SKI LLS AND KNOW.EDGE
Assistant 111

COPY VERI FI CATI ON SKI LLS

la. Skill at identifying the author, title, inprint, collation,
series, and hol di ngs fromthe nonographi c bibliographic item
and LC MARC AACR2 bi bl i ographic record on OCLC and/ or
| nnoPac record in order to verify that they match. (for LC
MARC copy cat al ogi ng)

1b. Skill at identifying the author, title, inprint, collation
series, and hol dings fromthe bibliographic itemor record
in order to select the correct catal ogi ng copy. (for copy
sear ch)

2a. Wrking know edge of specific fields of OCLC PRI SM Service's

Bi bl i ographi ¢ Formats and St andards (as applied to printed
nonogr aphs) and MARC Code Lists for |anguage and country
codes sufficient to identify correct copy for nonographic

bi bl i ographic itemor record in hand and to identify,

verify, and edit, if necessary, fields of the catal oging
record as required by Assistant |11 catal ogi ng procedures.

2b.  Working know edge of specific fields of OCLC PRI SM Service's

Bi bl i ographi ¢ Formats and St andards (as applied to printed
nmonogr aphs) and MARC Code Lists for |anguage and country
codes sufficient to identify correct copy for bibliographic
itemor record in hand and to eval uate the catal ogi ng record
as required by copy search procedures.

3a. Famliarity with foreign | anguages sufficient to distinguish
anong [ Roman al phabet] | anguages in order to perform
bi bl i ographi c searching for naterials in [Ronan al phabet ]
| anguages and to verify information found on bi bl i ographic
records to distribute nonographs to the appropriate
i ndi vidual or section, and to bounce to supervisor naterials
in other |anguages. (for copy search)

3b. Famliarity with Roman al phabet foreign | anguages sufficient
to perform bibliographic searching and to verify infornation
found on LC MARC AACR2 records.

AUTHORI TI ES SKI LLS

4. Famliarity with the LCAF and I nnoPac authority structures
sufficient to search, identify, verify, and export authority
records, and to identify and bounce di screpancies as
appropri at e.

5. VWr ki ng know edge of Ca tal og Dept. procedures for
verification of name, series, and uniformtitle headi ngs.



SYSTEMS SKI LLS: GENERAL

6. Skill in using a conputer workstation and printer.

SYSTEMS SKILLS: PC

7. Wr ki ng know edge of cc:nmail sufficient to retrieve, print,
and send electronic mail.

8. Wr ki ng knowl edge of the latest version of Mcrosoft Wndows
and Norton Desktop for Wndows sufficient to enable
si mul taneous use of multiple systens for increased
productivity.

SYSTEMS SKILLS: OCLC

9. Wr ki ng know edge of the OCL C Gateway and/ or Passport for
Wndows software sufficient to connect to and work with
renot e systens.

10. Working know edge of the OCLC PRI SM system [and CIK Pl us
systen] and Passport for Wndows software sufficient to
perform bi bl i ographi c and authority searching, verifying,
editing, inputting, and exporting.

SYSTEMS SKI LLS: | NNOPAC

11. Working know edge of the InnoPac Search and Catal og Dat abase
Mai nt enance Subsystens sufficient to performKey and Updat e
functi ons.

12.  Working know edge of |InnoPac |ocation tables sufficient to
verify, correct, or supply
| ocati ons on online records.
(for shelving prep.)

SYSTEMS SKI LLS: MELVYL

13.  Working know edge of procedures for searching and di spl ayi ng
records on the Melvyl online catalog sufficient to retrieve,
di splay, and print records.

PCSI T1 ON- SPECI FI C SKI LLS

14. Detail ed know edge of UCSD "Quality Control Procedures for
Shelving Prep Student.™

15. Detailed know edge of the Copy Search Procedures sufficient
to recogni ze, differentiate, and select catal oging copy in
order to provide catalogers with the nost appropriate and
conpl et e cat al ogi ng copy.

16. Working know edge of the various types of bibliographic copy
utilized by Geisel Library Catal og Dept. sections and



catal ogers and detail ed know edge of the

Copy Search Book

Distribution Procedure sufficient to distribute copy

searched itens to the correct | ocations.

17. Ability to use mcroformreaders.
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