
Serials Specialist  
(posted 1/28/03) 
  

 
  

The Kalmanovitz Library and the Center for Knowledge Management seek applications from 
qualified individuals for the position of Serials Specialist, classified as a Library Assistant V. 
  

The incumbent is responsible for all aspects of day-to-day serial control including routine 
business with vendors, ordering, claiming, posting and acting upon publisher reports, 
establishment and maintenance of records in various systems/databases. He/she is also 
responsible for understanding the software and procedures of various vendor serial systems with 
the ability to function efficiently within these systems and transfer data between these systems 
and the Library's ILS. Responsibilities also include identifying and analyzing problems in the 
INNOPAC system and other systems to which serial records are sent: Melvyl, Serhold, Pubmed; 
original cataloging of serials according to AACRII, OCLC MARC, and LC cataloging and 
classification, including electronic serials; and organizing and monitoring serials workflow. The 
incumbent participates in hiring, training, evaluating, and motivating three Serials staff, of whom 
this position supervises. This position reports to the Librarian-Manager for Resources 
Management. 
  

Required Qualifications 
3-5 years experience with various aspects Serials control in a library; Knowledge and experience 
with original cataloging of serials, both paper and electronic; Experience with supervision; 
Experience with an online catalog and an ILS, preferably INNOPAC; Ability to communicate 
effectively and work cooperatively within a team and within the larger library organization. 
  

Preferred Qualifications 
Experience with health sciences serials; knowledge and/or experience with Melvyl, Serhold, 
Pubmed. 
  

Compensation 
Classified as a Library Assistant V, $3,450 - $5,692 per month, full time rate. Starting salary 
usually in the lower end of the range depending on experience and qualifications. This is a career 
position with an excellent package of health, vacation, and retirement benefits. 
  

Applications 
Position posted in the UCSF Employment Opportunities Bulletin effective, January 24, 2003, for 2 
weeks. Open until filled thereafter. 
  

Please submit your application for this position through UCSF Campus Human Resources at 
http://ucsfhr.ucsf.edu/jobs/ and refer to Req. Number 4908HS. 
  

UCSF is an Affirmative Action/Equal Opportunity Employer and is committed to a diverse 
workforce. 
  

 

http://www.library.ucsf.edu/jobs/benefits.html
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