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The technical services staff at the Starr East Asian Library (EAL) is responsible for all job functions related to Chinese, Japanese, Korean, and Tibetan materials. EAL catalogers also catalog East Asian language materials for other branch libraries at Columbia. Western language materials on East Asia are selected by the East Asian Studies Librarian at EAL and shelved in-house, but they are acquired, processed, cataloged, and labeled at Butler Library. 

Main Job Functions

· Acquisitions (ordering, receiving, invoice processing) & serials control
· Cataloging 
· Binding and conservation/preservation preparations 
· Spine labeling
· Offsite processing 
· Bibliographic record maintenance
· Special projects
· Statistics

Notes:
· Binding, preservation, and conservation are done at Butler Library or by a commercial binder– EAL prepares materials and send them to Butler or the commercial binder directly.

Staff

Professional catalogers: (2.6 FTE)
· Chinese: 1 FTE
· Japanese: 1 FTE
· Korean: 0.3 FTE (Selector also performs cataloging)
· Tibetan: 0.3 FTE (Selector also performs cataloging)

Bibliographic Assistants (BAs): (5.75 FTE)
· Chinese: 2 FTEs 
· 1 FTE for ordering, invoice processing, and serials control
· 1 FTE for receiving monographs and copycataloging—officially 60% time, but can usually do more.
· Japanese: 1.75 FTEs
· 0.75 for copycataloging 
· 1 FTE for other tech services tasks
· Korean: 1 FTE for all tech services tasks, including 30% copycataloging.
· Tibetan: 1 FTE for all tech services tasks, including 43% copycataloging.

Student Assistants (GAs): Searching, copycataloging, data entry, physical processing, offsite 
	processing, and record maintenance, etc.

Reporting Line – See organization chart

General Workflow

1. Selectors select materials to acquire.
2. BAs for acquisitions do duplicate searching in CLIO, create brief records (or download records from OCLC) and purchase order records in Voyager. (See also Remarks below.) 
3. Orders are forwarded to vendors by e-mail.
4. When materials arrive, BAs receive them in Voyager and process invoice for payment.
5. BAs or student assistants place ownership stamp and tattle-tape on each item.
6. Invoices vouchers are reviewed and approved by EAL Head of Technical Services and then forwarded to Butler Library for further processing.
7. Processed materials are shelved in backlog area designated for each language, generally according to date of receipt.
8. Cataloging staff search for matching records in OCLC and do copycataloging or original cataloging accordingly.   
9. After cataloging, monographs are brought to the labeling staff or the offsite staging area (materials cataloged for offsite do not get spine labels.) Current periodical issues are shelved in the Reading Room; back issues are processed for offsite, with some exceptions.
10. Materials that require preservation/binding are prepared and sent to Butler Library or picked up by the commercial bindery twice a week. (Paperbacks are not bound until after first circulation. Most offsite serials are not bound.)
11. After labeling is done, materials are forwarded to the Access Services staff for shelving.



Remarks:

· Most Chinese vendors provide preliminary bibliographic records which are loaded into CLIO to generate POs.  
· MarcEdit is utilized to convert Korean book lists from selected vendors into brief MARC records and loaded into CLIO to generate POs.
· Hand held scanners are utilized for data entry as needed.
· A large number of bibliographic records from libraries in East Asia have been loaded into OCLC, but many of them are cataloged using different rules and standards. 
· A high percentage of Tibetan materials require original cataloging since not many libraries collect them extensively.
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