
 

JOB OPENING 
 

Position Title: Technician in bibliographic verification and acquisitions 

Competition Number: 09-2018 

Administrative Unit: Jean-Léon-Allie Library and Archives 

Immediate Supervisor: Collection Development Librarian 

Job Type: Regular – Full Time 

Work Schedule: 35 hours per week 

Salary Scale: $39,302 - $46,238 

 

Saint Paul University (1848) is the founding college of the University of Ottawa, with which it has 
maintained a federated relationship since 1965. Bilingual and on a human scale, it has nearly 1,000 
students. It offers programs in: social communication, counseling and psychotherapy, canon law, public 
ethics, conflict studies, philosophy, theology, human relations, transformative leadership and spirituality, 
and social innovation. Saint Paul University offers an environment conducive to professional growth and 
competitive benefits. 

 
Summary 

Under the supervision of the Collection Development Librarian, the technician does bibliographic research 
for publications to order; carry out research in the Library catalogue; and support various projects, 
including weeding and moving the collection (rare books, storage, etc.).  

 
Key responsibilities 
 
BIBLIOGRAPHIC VERIFICATION  
 

 Verifies the Library catalogue as well as in-depth bibliographic research upon request by using 
various research tools;  

 Prepares lists for orders and acquisition requests in order to do quality control; 

 Works with book acquisition tools such as GOBI and Amalivre by checking the catalogue to ensure 
that the Library does not buy doubles of materials;   

 
VERIFICATION AND PURCHASE MANAGEMENT 

 

 Proofreading; 

 Verifies catalogue entries and send corrections to the cataloguing team at the University of 
Ottawa; 

 Manages and verifies orders: arrival of periodicals, monograph series, new books, and orders for 
professors and students; communicates with the service counter when the material has arrived; 

 
COLLECTION AND PROJECT MANAGEMENT   
 

 Weeds material in the collection; 

 Transfers material from one location to another (e.g., from the general collection to the storage);  
 

Other 
 

 Delegates and oversees tasks related to the Library Officer; 



 Carry out other duties as assigned by the supervisor. 
  

Education, Experience and essential skills 

 

 Library technician’s diploma or equivalent in demonstrated experience; 

 5 years’ experience in cataloguing or acquisition or related experience in collection development; 

 Knowledge and experience working with the MARC format; 

 Knowledge of Internet navigation, MS Word and Excel software; 

 Knowledge of other software used in a library would be an asset; 

 Knowledge of Millennium ILS would be an asset. 

 Ability to monitor problems in his/her area of expertise and deal with them; 

 Energy, interest and motivation; 

 Flexibility and ability to handle change; 

 Ability to communicate and work effectively in a working group, as well as with supervisors and 
colleagues; 

 Understanding of and compliance with professional standards as well as ethical principles and 
intellectual freedom; 

 Good interpersonal and customer service skills; 

 Sense of responsibility, good judgment and independence; 

 Sense of initiative and respect for established procedures; 

 Ability to manage one’s time and priorities well; 

 Ability to work under pressure;    

 Availability/flexibility: cooperation and collaboration in daily activities and out of the ordinary 
requests; 

 Ability to lift and carry objects weighing up to 12 kg; 

 Bilingualism: English and French (oral and written); 

 
 
We thank all applicants for their interest in this position. We will be contacting only those 
candidates who have been chosen for the next step of the selection process.  
 
We are committed to ensure employment equity and we encourage the participation of all 
Canadians. If your application is successful and you think you need accommodation during the 
selection process, please notify us. Your personal information is protected under the provisions 
of the Privacy Act. 
 


