
Indigenous.Link
Canada’s fastest growing Indigenous career portal, Careers.Indigenous.Link is pleased to introduce
a new approach to job searching for Indigenous Job Seekers of Canada. Careers.Indigenous.Link
brings simplicity, value, and functionality to the world of Canadian online job boards.

Through our partnership with Indigenous.Links Diversity Recruitment Program, we post jobs for
Canada’s largest corporations and government departments. With our vertical job search engine
technology, Indigenous Job Seekers can search thousands of Indigenous-specific jobs in just about
every industry, city, province and postal code.

Careers.Indigenous.Link offers the hottest job listings from some of the nation’s top employers, and
we will continue to add services and enhance functionality ensuring a more effective job search. For
example, during a search, job seekers have the ability to roll over any job listing and read a brief
description of the position to determine if the job is exactly what they’re searching for. This practical
feature allows job seekers to only research jobs relevant to their search. By including elements like
this, Careers.Indigenous.Link can help reduce the time it takes to find and apply for the best,
available jobs.

The team behind Indigenous.Link is dedicated to connecting Indigenous Peoples of Canada with
great jobs along with the most time and cost-effective, career-advancing resources. It is our mission
to develop and maintain a website where people can go to work!

Contact us to find out more about how to become a Site Sponsor.

Corporate Headquarters:
Toll Free Phone: (866) 225-9067
Toll Free Fax: (877) 825-7564
L9 P23 R4074 HWY 596 - Box 109
Keewatin, ON  P0X 1C0



Job Board Posting
Date Printed: 2024/04/29

LIBRARY ASSISTANT - ERESERVES/LOGISTICS

Job ID 45760-1966
Web Address https://careers.indigenous.link/viewjob?jobname=45760-1966
Company McMaster University
Location Hamilton, ON
Date Posted From:  2022-05-10 To:  2050-01-01
Job Type:  Full-time Category:  Education

Description
General Description:Responsible for coordinating the eReserves program for the University Library. Act as a liaison with
faculty, other library services staff and external suppliers to ensure all course readings are acquired and made available
to students in an effective and timely manner. Ensure digital content shared in eReserves is copyright compliant in
keeping with the Canadian Copyright Act, McMaster&rsquo;s Fair Dealing Policy and Accessibility for Ontarians with
Disabilities Act (AODA).Representative Duties &amp; Responsibilities: Coordinate the eReserves program, including
ensuring requests are processed accurately and in a timely fashion. Liaise with faculty to ensure all course reading
materials are acquired. Coordinate completion of processing e-reserve lists with Library Services staff. Scrutinize
e-reserve reading lists, call numbers and publication information for errors and omissions. Extract, interpret, and
integrate information from a wide variety of traditional and non-traditional resources. Search online databases to identify
and determine the correct bibliographic entries for reserve materials. 
- Review bibliographic references to determine if the library owns the specific materials to put on reserve.  
- Locate and obtain requested materials and inform instructors of alternative sources of information, as required. 
- Request items through Interlibrary Loans, other resource sharing options or through the library&rsquo;s Acquisitions
Department. Provide frontline user support, triage and troubleshoot issues related to accessing eReserves and report
systems problems to appropriate contact. Respond independently to inquiries that are specific in nature and require a
thorough knowledge of established policies and procedures. Communicate with students and faculty around eReserves
materials and service inquiries and to make sure materials are available to students when required. Develop and deliver
training regarding copyright and fair dealings, as well as the electronic reserves system to faculty and library services
staff.   Work collaboratively with Head, Library Services as main point of contact for inquiries around eReserves. Plan
and coordinate system and software upgrades. Understand system requirements for maintaining and troubleshooting
issues with electronic reserves provider. Work to integrate electronic reserves provider (e.g. Ares) into our library
services platform and learning management system (e.g. Desire to Learn). Ensure course reserve materials are visible
to students in the library&rsquo;s catalogue, as appropriate.  Improve eReserves workflows and provide support and
troubleshoot questions from library services staff. 
- Write a variety of documents, including, but not limited to, general and email correspondence, communication plans,
etc. 
- Update and maintain knowledge of the operational and administrative processes relating to the functions of local
departmental and library-wide policies and procedures. 
- Update and maintain the Library&rsquo;s eReserves website. 
- Remain current with legislative and policy documents regarding copyright restrictions. 
- Coordinate purchasing copyright clearance through the Copyright Clearance Centre.  
- Maintain accurate billing statements from Copyright Clearance Centre and liaise with Library Business Office. 
- Track and report photocopying requests according to established access copyright requirements. 
- Ensure digital content shared in eReserves meet AODA standards. 
- Compile and report eReserves statistics. 
- Coordinate the logistics of materials coming into and moving between libraries, university departments and external
organizations by scanning and sending materials. 
- Receive, sort, and distribute University Library mail. Support Interlibrary Loans, resource sharing and Books by Mail



programs in handling incoming and outgoing mail. 
 Respond to shipping and tracking inquiries of University Library materials forwarded to other libraries. 
- Maintain the confidentiality of user information.
Qualifications: 
- Undergraduate degree in a relevant field 
- 2-year Community College diploma in Library and Information Technology, or relevant education and experience. 
- Requires a minimum 2 years of relevant experience.
Assets: 
- The preferred candidate will have a strong commitment to public service 
- Excellent customer service skills 
- Excellent interpersonal and communication skills 
- Good bibliographic knowledge and experience 
- Excellent problem-solving skills 
- The ability to work both in a team-based environment as well as independently 
- Be willing to embrace new challenges 
- Proven ability to pay close attention to detail and to work with accuracy  
- Excellent computer skills 
- Knowledge of reference tools and terminology used in social sciences/humanities, business/commerce, and/or
science/engineering research is desirable
 

For more information, visit McMaster University for LIBRARY ASSISTANT - ERESERVES/LOGISTICS


