
 

 

 
JOB DESCRIPTION – LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT  

 
JOB TITLE: Senior Cataloger 
 
EXEMPTION STATUS: Exempt 
 
JOB CATEGORY: Officials and Administrators 
 
BARGAINING UNIT: Supervisor 
 
GENERAL SUMMARY: 

Under general supervision from the Collection and Bibliographic Services (CBS) Director, 
performs professional and supervisory work in the cataloging of materials using an online 
integrated system at the Las Vegas Clark County Library District’s (Library District) CBS 
Department.  Exercises general supervision over Cataloger and other subordinate staff. 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

1. Supervises assigned staff, including but not limited to: 

a. Performance coaching and management; 

b. Career counseling and development; 

c. Conflict resolution. 

2. Performs original and copy cataloging of materials including serials, audio visual, 
electronic, and print materials. 

3. Validates authority of author and subject headings in bibliographic records.  Maintains 
local heading authority data. 

4. Loads vendor MARC files to library catalog database and verifies quality of downloaded 
records Library District and contracted libraries. 

5. Retrieves e-material records from vendor’s database, edits records and downloads 
records to Library District catalog database. Enters data and maintains computerized 
bibliographic database. 

6. Coordinates database clean up and produces reports from an on-line cataloging system 
using report writing software and spreadsheet applications. 

7. Verifies information and corrects problems in bibliographic and item records including 
reclassifying items and assigning alternate subject tracings. 

8. Maintains knowledge of and implement contemporary resource description standards to 
improve collection discoverability. 

9. Provides instruction to Library District-wide staff, contracted library staff, and 
management on MARC record format, database management, and Library of Congress 



 

 

cataloging in accordance with MARC 21 and RDA standards and rules. 

10. Ensures materials are delivered to libraries in a timely manner. 

11. Performs basic maintenance and repair of department equipment. 

12. Establishes standards and requirements for vendor-cataloged and processed materials 
and works with vendors to resolve quality control issues for Library District and 
contracted libraries. 

 
13. Submits monthly ISBN lists for newly added titles to NoveList Select to improve access 

to high-demand collections, expand resource sharing, and support digital-first patrons. 
 

14. Performs other duties as assigned. 
 

CORE COMPETENCIES: 

Competencies of Cataloger plus:  

• LCSH, MARC, MARC Edit, RDA and LCC; OCLC, FileZella and Clarivate Sierra 

• Computerized Catalogs 

 
KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

• EDUCATION:  

Required: Master’s Degree in Library Science from a college or university accredited by 
the American Library Association (ALA), supplemented with cataloging coursework. 

Preferred: N/A 

• EXPERIENCE:  

Required: Two (2) years cataloging using MARC records in a Support Services 
Department and utilizing an online bibliographic database, i.e. Clarivate Sierra. 

Preferred: One (1) year of supervisory experience. 

• License or Certification:  

Required: Possess, or have the ability to obtain, a valid Nevada Driver’s License at the 
time of hire. 

Preferred: N/A 

• PHYSICAL REQUIREMENTS: Essential and marginal functions may require standing 
and walking; lifting and carrying objects of moderate weight (12 - 20 pounds); occasional 
lifting and carrying objects of moderate weight (21 - 40 pounds); frequent bending, 
stooping, reaching, and pushing; and minimal dexterity in the use of fingers, limbs, or 
body in the operation of office equipment.  Tasks may involve extended periods of time 
sitting, standing, or utilizing a keyboard. 
 

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES: 

• Knowledge and application of standard cataloging practices and procedures. 



 

 

• Knowledge of basic supervisory techniques and practices. 

• Skilled in performing precise determinations regarding cataloging classifications. 

• Ability to implement strategic library service objectives with measurable outcomes, 
effectively supervise and motivate subordinate staff. 

• Ability to exercise good judgment, apply discretion and make sound decisions. 

• Ability to develop and maintain positive relationships with library customers and patrons, 
vendors, District-wide staff, and management. 

 
DEVELOPED:   December 19, 1997 
 
UPDATED:  September 9, 2026 
 


