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EXAMPLES OF CATALOG NG TASKS APPRCPRI ATE TO EACH LEVEL
ASS| STANT 1 |

Mat ch personal, corporate, and geographi ¢ nanes, uniform
titles, and series against LCAF and | nnoPac;

Search for bibliographic records on QCLC, NUC, Mel vyl,

| nnoPac and ot her online catal ogs;

O eate itemrecords on |InnoPac;

Edit online records and i nput workforns according to

i nstructions;

Retri eve books from shel ves;

Provide clerical assistance such as filing and interfiling
materials; duplicating, collating, stapling, and routing
materi al s; and answeri ng phones.

ASSI STANT |11

Copy catal og usi ng LC MARC AACR2 records;

Copy search for large and conpl ex catal ogi ng departnents;
Performexport verification and shel ving preparation;
Performdata entry and type or revise reports,
correspondence, etc. fromedited docunments using a pc;
Process | nnoPac New Headi ngs List.

LA |

Copy cat al og nonographs using L C MARC AACR2 O P records,
correcting records as necessary,

Oreat e nonographic "K'-level catal og records for working
paper s;

Create nonographic "I"-level catalog records for UCSD

di ssertations using constant data records. This includes
assi gnnment of subject headings for dissertations based on

f or mul as;

Create original nonographic "I"-level catal og records for
UM dissertations with precedent for call nunbers and

subj ect headi ngs supplied fromvariant copy or by origina
catal ogers. This includes prelimnary searching of LCNAF
and I nnoPac for nane headi ngs, and establishnent of personal
nanmes when necessary. Assign cutter nunbers when necessary.
Copy catalog serials without title changes, utilizing

conpl ete OCLC copy;

Process CALLS rejects;

Add 1 SSN nunbers, el ectronic added vol unes, and serials

hol dings to existing serial records;

Process I nnoPac Invalid Headings, Blind References, and
Duplicate Authority Records Lists;

Process added copi es and repl acenents, which invol ves
creating and/or correcting itemrecords and independent!|y
maki ng corrections to bibliographic records;

Coordi nate and process online transfers and w thdrawal s for
the QUL Processing Unit;

Add serial hol di ngs.



LA Il

Copy cat al og nonogr aphs usi ng exact OCLC nenber copy with LC
based call nunbers and subj ect headings. |ncunbents nay
work in nore than one MARC format as |ong as the copy is at
the appropriate |evel;

Est abl i sh headi ngs for personal names and corporate bodi es;
Shelflist call nunbers online to en sure that the call nunber
fits into subject area assigned and into the UCSD online
shel flist;

Add serial hol di ngs;

Update order records with notes for patron requests,
treatment, added editions, etc.;

Process nonographic SRLF and DLA rejects.

LA Tl

Create nonographic "I" |evel records when LCC and/or LCSH
are provided fromoriginal catal ogers, fromvariant OCLC
nmenber copy, or fromexact or variant Ml vyl copy;

G eate nonographic "K' level records with full description
when no LCC and LCSH precedent avail abl e;

Assign classification for imted areas in literature, i.e.
proj ects and specialized collections, where no subject

headi ngs are expected;

Repl ace nonogr aphi ¢ OCLC bi bl i ographic records to correct
errors or add LCC based call nunbers and/or LC based subj ect
headi ngs from precedent copy or provided by original

cat al ogers;

Performserial copy cataloging with straightforward title
changes, recatal og nonographs to serials, enhance CONSER
records for title changes and other corrections, and nerge
serial records;

Establish series for the InnoPac authority file and
establ i sh personal and corporate nanes for NACO

Process added vol unes.

LA IV
Oeate "I"-level original catal oging and perform subj ect
analysis inlimted areas, such as belles-lettres and/ or

naps;

Assign call nunbers inlimted areas for itens with copy
with existing LC subject headings;

Est abl i sh geogr aphi ¢ headi ngs and nonographi ¢ uni form
titles;

Serve as section head,

Serve as final arbitrator for decisions and probl em sol vi ng
in a specialized area within a broad functional area (such
as uniformtitle establishnment or nmap catal ogi ng);

Eval uate websites to determ ne catal ogi ng treatnent.



LAV

* Oeate "I"-level original catal oging and may perform subj ect
anal ysis in diverse areas;

* Serve as section head and/ or assistant departnment head,;

*

Det erm ne searching paraneters for conpl ex bool ean searches,
and aut hori ze batch del eti ons;

* Det erm ne serial/anal yzed/ nono/ speci al issue treat ment
deci si ons; _ o _
* Serve as final arbitrator for decisions and probl em sol vi ng

within a broad functional area (such as catal ogi ng or
dat abase mai nt enance).
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