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Project Plan 

•  22,000 Item‐Level MARC Records 
•  3 Years 
•  .75 Cataloger* 
•  3.5 FTE Cataloging Assistants* 
•  5% Project Management* 



Why Item‐Level MARC Records? 

•  Hidden Print CollecXons: published materials 

•  Other insXtuXons will own individual items 

•  Other insXtuXons may have already added 
records to OCLC/Parallel Records 

•  Other insXtuXons could benefit from the new 
records we create 













Helpful 

•  Common features allow for use of cataloging 
templates, constant data, macros 

•  Common topics/themes and names/organizaXons 
allow Cataloging Assistants to develop experXse with 
subject headings, authorized name forms 

•  ExisXng, sequenXal call numbering 

•  Transparent Xtles 



Challenging 

•  Pseudonyms 

•  Need to disXnguish between similar material 

•  Is that an S? 



Why Item‐Level MARC Records? 
•  Jansenist Collec-on: In the 1970s, the Newberry acquired a Jansenist collecXon 

from seminary libraries of the Old Catholic Church of the Netherlands.    

•  French Laws on Censorship:  The John M. Wing CollecXon contains a collecXon of 
French laws concerning regulaXon of the press from 1513‐1829 (around 1,200 
items separately listed in the online catalog).  

•  Early French Poli-cal Pamphlets: The Newberry has about 3,000 French poliXcal 
pamphlets published from 1560 to 1653.  Nearly all of these pamphlets are 
individually cataloged in the Newberry’s online catalog.  

•  French Revolu-on Collec-on: 11,OOO anonymously authored pamphlets. 

•  Thousands of BriXsh and American Pamphlets. 



Looked at University Models using 
Subject Specialists/Students 

•  The Newberry is not part of a University 

•  Research Centers 

•  Strong history of outreach and service to 
scholars 



Center for Renaissance Studies 

RepresentaXve Council members (about 60 
people, represenXng 50 different universiXes) 

Database of scholars who either teach at or 
study at French departments at the 50 
Renaissance Center consorXum insXtuXons 
(mostly U.S., but a few in Canada and the U.K.)   



Faculty ConnecXon 

•  Email announcement to 4 local professors 
from the Center 

•  1 professor of French literature at University 
of  Chicago gave the posXng to her students 



Job DescripXon 

TITLE:               Project Cataloging Assistant  
DEPARTMENT:          CollecXon Services 

SUMMARY: 
The Project Cataloging Assistants will edit and create item‐level MARC records for 22,000 French pamphlets, 

the bulk of which were published in France between 1780 and 1810. These posiXons are part of a Council 
on Library and InformaXon Resources (CLIR) Cataloging Hidden Special CollecXons and Archives grant. 
With generous funding from The Andrew W. Mellon FoundaXon, CLIR administers this naXonal program to 
idenXfy and catalog hidden special collecXons and archives. 

ReporXng to the Cataloging Projects Manager, the Project Catalog Assistants will work closely with a 
professional Cataloging Librarian to produce records that meet local and naXonal library cataloging 
standards. Full‐Xme Project Cataloging Assistants will be expected to produce approximately 145 records 
per month.   

The Newberry Library is an independent research library concentraXng in the humaniXes, with an acXve 
cultural and educaXonal presence in Chicago.   Free and open to the public, the Newberry is home to a 
world‐class collecXon of books, manuscripts, maps, music, and other printed materials related to the 
history and culture of Western Europe and the Americas. The collecXons span many centuries and feature 
items such as illuminated medieval manuscripts, rare early maps, rich genealogical resources, and the 
personal papers of Midwest authors.  



RESPONSIBILITIES: 
•  Perform complex copy cataloging and some original cataloging for French 

pamphlets. 

•  Search OCLC Connexion and the Newberry catalog (Voyager) for 
bibliographic and authority records. 

•  Verify and edit records in OCLC Connexion and the Newberry catalog 
(Voyager) applying current cataloging and descripXon resources to meet 
local pracXces, consorXum requirements and naXonal standards (AACR2, 
LC ClassificaXon, LC Subject headings, LC AuthoriXes, MARC21)  

•  ParXcipate in department and grant team meeXngs. 

•  Pay close alenXon to quality and quanXty of cataloging output. 

•  EffecXvely manage Xme. 



QUALIFICATIONS: 
Required:  
French language fluency (reading comprehension skills will be tested.) 
Experience using library catalogs. 
Computer proficiency in Internet searching and in the Microson Windows 

environment, including, but not limited to, Microson Word, Microson 
Excel and electronic mail. 

Ability to work independently with close alenXon to detail, accuracy and 
producXon expectaXons.  

Ability to follow instrucXons and organize Xme and work on mulXple projects. 
Ability to maintain and establish effecXve work relaXonships. 
Ability to communicate effecXvely in oral and wrilen form.  

Preferred:  
Graduate M.A. or Ph.D. candidate; knowledge of French history or  

literature. 
Course work in a Library Science program and/or library technical services 

department experience using OCLC and a cataloging module of an 
integrated library system. 

Knowledge of AACR2, LC ClassificaXon, LC Subject headings, LC AuthoriXes, 
MARC21.  



Interviews 

•  French Language Skill Test 
•  Commilee Interview 
•  Review/Discussion of a MARC Record for the 
Test Pamphlet 

•  CollecXon Tour 





The Staff 

•  1 FTE entry‐level librarian with no prior 
cataloging experience 

•  1 FTE graduate with BA 
•  .5 FTE French Literature PhD. Student 
•  .5 FTE  MILS student 

•  1 Full‐Xme Cataloger (Eric) 

•  7 hours from experienced Project Cataloger 



90‐Day EvaluaXon 

While the average produc-vity expecta-ons (145 per‐month/full‐-me and 83 per‐
month/part‐-me) will not be aWained in the review period, at the end of 90 days 
Project Cataloging Assistants will be expected to produce complete MARC 
records and demonstrate progress toward produc-on goals and improved 
accuracy. 

Project Catalog Assistants will demonstrate knowledge and ability of the following: 

Search, Match and Select Records 
•  Search pamphlets in Connexion using a variety of strategies 
•  Determine if a record is an appropriate match for the pamphlet or if new record 

should be created 
•  Choose a “best match” when mulXple matching records are available 
•  Recognize when the Newberry already has holdings alached to a record in 

Connexion 
•  Recognize non‐English language records; derive parallel records 

             



90‐Day EvaluaXon 

Create, Edit and Derive MARC Records  
•  Recognize various sources of informaXon within a pamphlet; select the best source 

of informaXon 
•  Demonstrate understanding of fixed fields, codes most onen used in these fields, 

and recognize when a less common code is needed 
•  Use appropriate indicators, subfields, punctuaXon, and capitalizaXon 
•  Demonstrate understanding of the key concepts Main Entry and Added Entry; 

determine if an individual/organizaXon has an authorship role 
•  IdenXfy and include appropriate forms of frequently encountered names/

organizaXons/subjects in 1xx /7xx fields and 6xx fields 
•  IdenXfy names/organizaXon/subjects that are not frequently encountered and 

work with Catalog Librarian to add 1xx/7xx and 6xx fields for them 
•  Construct clear and concise notes as needed 
•  Add MarXn & Walter citaXons 
•  Derive parallel records 
•  Save, search and retrieve records to a Save File 
•  Use constant data 
•  Use Text Strings set up in Connexion 
•  Validate headings 



90‐Day EvaluaXon 

French Language Competency 

•  Review French pamphlets to determine key names, organizaXons and topics 

•  Convert French Republican Calendar dates to standard dates 

 Time Management/Teamwork Skills 

•  Communicate effecXvely with Project Cataloger and other Project Cataloging 
Assistants 

•  ParXcipate in CLIR project training and wiki 

•  Efficiently complete above tasks    



Training 

1. IdenXfy What is Important  

What does “rapid cataloging” mean for 
our insXtuXon and for this collecXon? 

Bibliographic DescripXon 
Subject Analysis 



Training 

2. Tailor your training to the strengths and 
experience of the Cataloging Assistants. 

Different backgrounds: 

 French Language 

 French History/Literature 

 Library Science 



Training 

3. IdenXfy/Gather Training Tools 

Calendar converters 

Bibliographies – printers, biographical 
informaXon, encyclopedias 

Cataloging training tools put together by other 
libraries 



Training 

4. Team Training 

Wiki 

Project Team MeeXngs 

Peer Review 

One‐on‐one with professional staff 



Wiki Q& A 

Q: I have run across a few pamphlets where the session dates 
in the subXtle have a blank space where the date should 
be, e.g. "séance du    prairial an 7." SomeXmes MarXn & 
Walter supplies a session date in its lisXng of the Xtle, 
someXmes not. If M&W has supplied a date, should we put 
it in brackets in the 245? And if they haven't, should we 
denote the blank space somehow in the 245? 

A: For the 245 you can enter séance du [blank] prairial an 7. 
Then enter a 500 note formulated something like‐‐ "M&W 
date"‐‐Session date from M&W.(Alan) 



Wiki Q&A 
Q: I have a pamphlet about the salaries paid to 
clergy in Belgium, but covers only the porXon of 
Belgium was under the control of the French 
government (départemens de la ci‐devant 
Belgique). When entering subject headings, 
should I subdivide them geographically as 
Belgium or France? 

A: Subject cataloging policy is to assign the latest 
name of a poliXcal jurisdicXon, so Belgium. (Alan) 




