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Delete these instructions before using form 

Format: Use 12-point font, 1½ line spacing, and standard 1-inch margin. This form is properly 
formatted. Delete the sample language prior to using this form. 

Footer: The candidate’s name, notation that this is the SOR, the period covered, and 
pagination should be placed in the footer of the document and visible on every page (see 
below). 

Notes: Development of the SOR is the joint responsibility of the candidate and the RI. The 
candidate should revise or prepare a separate SOR whenever they change position, 
responsibilities, and/or reporting structure. Each SOR or revision should include beginning and 
ending (if applicable) dates. Include all SORs that cover the entire review period. Note the 
name of the Review Initiator during the effective dates for each SOR. Only the current SOR 
requires signatures. 

More information: CALL, Section VII; Form #15 - Candidate’s Statement of Responsibilities 
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Candidate’s Statement of Responsibilities (SOR) 

 

Delete instructions before using form 

Format: Use 12-point font, 1½ line spacing, and standard 1-inch margin. This form is properly 
formatted. Delete the sample language prior to using this form. 

Footer: The candidate’s name, notation that this is the SOR, the period covered, and 
pagination should be placed in the footer of the document and visible on every page (see 
below). 

Notes: Development of the SOR is the joint responsibility of the candidate and the RI. The 
candidate should revise or prepare a separate SOR whenever they change position, 
responsibilities, and/or reporting structure. Each SOR or revision should include beginning and 
ending (if applicable) dates. Include all SORs that cover the entire review period. Note the 
name of the Review Initiator during the effective dates for each SOR. Only the current SOR 
requires signatures. 

More information: CALL, Section VII and Appendix C (see Appendix C for sample language) 

 

Incumbent Sandy Martinez 
 

Functional Title Accessioning Archivist 
 

Effective Dates July 1, 2020 – December 31, 2021 
 

Name of Review Initiator (during effective dates) Kat Loggins 

 
Description of Unit 

Library Special Collections (LSC) is an enterprise-wide, organizational entity within the UCLA 

Library System that integrates special collections resources, services, and operations. The 

department is comprised of three functional and interdependent units of approximately 40 

FTE employees: Curators and Collections; Public Services, Outreach, and Community 

Engagement; and Collections Management. The Curatorial team builds relationships that 

support collection development and broad engagement with collections in Library Special 

https://docs.library.ucla.edu/x/hyDcCg
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Collections. Through their evolving knowledge of disciplines, communities, and movements, 

curators select exemplar collections that clearly align with the mission of the university. The 

Public Service, Outreach, and Community Engagement Unit ensures broad public accessibility 

to the outstanding special collections of the UCLA Library and facilitates deeper engagement 

with the communities we serve. As part of these integrated activities, we support the 

teaching and research mission of our institution by deploying collections throughout 

undergraduate and graduate curriculum through collaboration with teaching faculty. The 

Collection Management team takes a user- driven approach to collections stewardship and 

employs cutting-edge descriptive practices to increase visibility and access of collections and 

to ensure that users understand the scope and content of collections in our care. Because of 

the nature of our materials in terms of rarity or fragility, we primarily serve our visitors in a 

reading room and in various library instruction spaces where we are dedicated to ensuring 

access and engagement to unique research materials that are described, discoverable, and 

accessible. 

 

Description of Position & Duties 

Reporting to the Head of Collection Management & Head of Processing, the Accessioning 

Archivist has primary responsibility for accessioning activities and, through the establishment 

and management of an accessioning program, contributes to the department’s efforts to 

provide holistic stewardship for all collections throughout their life cycle. 

 

Program Development (40%) 

The Accessioning Archivist leads the development and implementation of systematic 

accessioning strategies for LSC-stewarded collections, as well as provides and implements 

recommendations to scale LSC’s accessioning program. They research and conceptualize 

accessioning strategies that are sustainable and flexible by collaborating with department 

colleagues, connecting with professionals performing similar work at other institutions, 

following guidelines established by the professional archival community, and participating in 

professional development activities. These strategies will be incorporated into the 
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accessioning program and carried out in collaboration with LSC colleagues in order to 

establish minimum control over LSC’s new and backlogged acquisitions. 

Specifically, the Accessioning Archivist collaborates with the Digital Archivist to develop and 

implement policies and workflows for the transfer and accessioning of born-digital materials; 

works with Preservation & Conservation to establish systematic preservation assessment 

practices and integrate them into LSC’s workflows; creates and shares documentation 

regarding the accessioning program’s overarching guiding principles, workflows, policies, and 

cross- functional interventions and collaborations; and collaborates with Digital Initiatives 

and Information Technology (DIIT) to establish and refine the tools used within LSC to track 

workflows and projects, and record metrics. 

As part of these collection management responsibilities, the Accessioning Archivist also 

contributes to the department through collaborative development of procedures, workflows, 

and learning opportunities that facilitate the management and stewardship of collections. 

Additionally, they provide support in developing recommendations and implementing 

solutions to maintain physical and administrative control of collections upon acquisition and 

accessioning. They participate in the development and implementation of policies, 

procedures, and workflows to document pre-custodial and acquisition interventions. 

 

Arrangement, Description, and Discovery of Collections (30%) 

The Accessioning Archivist designs and carries out archival accessioning for both newly 

acquired and backlog collections through approaches that are user-centered, access-driven, 

and compliant with national standards and best practices. Encompassed in these accessioning 

responsibilities are engagement in pre-custodial interventions and preparing collections for 

physical and custodial transfer to LSC; working closely with curators in the assessment and 

appraisal of collection materials; facilitating transfer and stabilization of records; establishing 

physical, legal, and intellectual control of incoming and backlogged acquisitions; facilitating 

location management and physical storage of incoming and backlogged acquisitions; and 

collaborating with UCLA Library Preservation Studio to integrate and engage in preservation 
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assessment practices in the pre-custodial and accessioning process. The Accessioning 

Archivist trains and supervises students to carry out projects that facilitate accessioning 

practices. 

 

Professional Development (10%) 

The Accessioning Archivist engages in professional development activities which support 

their broader professional growth and development of new skills and experiences. In order to 

maintain skills and knowledge currency in the field of archives and special collections and to 

enhance professional competence and performance, the Accessioning Archivist actively 

participates in relevant professional activities, such as attending conferences and 

participating in professional training workshops; delivers professional presentations; 

performs research; contributes to professional journals and community projects; monitors 

relevant print and online literature; and keeps current on emerging accessioning and 

collection management trends, developments, and practices. 

 

Liaising/planning/special projects (10%) 

The Accessioning Archivist supports defined unit- and department-wide goals, including 

serving on LSC committees, task forces, and/or working groups, as needed and in alignment 

with skill sets and current workload. 

 

Reference or Specialized Outreach (10%) 

The Accessioning Archivist also supports department activities related to outreach and 

community engagement, such as instruction and presentations, reference services, and social 

media. 

 

Signatures  If there are multiple SORs, signatures are only required on the candidate’s current SOR. 
 
 

Sandy Martinez  Kat Loggins 
Sandy Martinez  Kat Loggins 
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Candidate’s Statement of Responsibilities (SOR) 

 

Delete instructions before using form 

Format: Use 12-point font, 1½ line spacing, and standard 1-inch margin. This form is properly 
formatted. Delete the sample language prior to using this form. 

Footer: The candidate’s name, notation that this is the SOR, the period covered, and 
pagination should be placed in the footer of the document and visible on every page (see 
below). 

Notes: Development of the SOR is the joint responsibility of the candidate and the RI. The 
candidate should revise or prepare a separate SOR whenever they change position, 
responsibilities, and/or reporting structure. Each SOR or revision should include beginning and 
ending (if applicable) dates. Include all SORs that cover the entire review period. Note the 
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requires signatures. 

More information: CALL, Section VII and Appendix C (see Appendix C for sample language) 

 

Incumbent Samuel Smith 
 

Functional Title Sciences Librarian 
 

Effective Dates January 1, 2020 – December 31, 2021 
 

Name of Review Initiator (during effective dates) Jamie Hernandez 

 

Description of Unit 

User Engagement 

User Engagement (UE) unites public services librarians and staff across three major divisions 

(Sciences; Arts, Music, and Powell; and Management/Humanities and Social Sciences) and 

five functional teams (Outreach; Research Partnerships, Research Assistance; Collections; 

and Teaching and Learning) The UE group is a matrixed organization designed to enhance 

library services through a cross-disciplinary and cross-functional approach. 

https://docs.library.ucla.edu/x/hyDcCg
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Sciences User Engagement Team 

As a part of User Engagement, the Sciences division (SUE) unites librarians and staff from 

three library locations. The division supports research, teaching, and clinical care in a wide 

variety of settings and at all levels, including specialized collections and services for health, 

physical, life, and applied sciences and engineering, as well as undergraduate support for all 

disciplines. The team consists of 9 FTE librarians and 1 FTE computer resource specialist, all of 

whom contribute to cross-departmental functional teams and services focusing on collections, 

outreach, research assistance, research partnerships, and teaching and learning to further the 

UCLA Library’s strategic goals. SUE staff build and maintain relationships with their academic 

departments and other campus partners and strive to provide an excellent user experience for 

all Library visitors. 

 

Science & Engineering Library 

The Science & Engineering Library (SEL) provides collections and services in support of 

the research and educational programs of the Henry Samueli School of Engineering and 

Applied Sciences: Bioengineering, Computer Science, Chemical and Biomolecular 

Engineering, Civil and Environmental Engineering, Electrical Engineering, Materials 

Science and Engineering, and Mechanical and Aerospace Engineering; and the Division of 

Physical Sciences in the College of Letters and Science: Departments of Atmospheric and 

Oceanic Sciences, Chemistry & Biochemistry, Earth, Planetary & Space Sciences, 

Mathematics, Physics and Astronomy, and Statistics; and related centers/groups/ 

institutes. The Science and Engineering Library (SEL) comprises two locations: SEL/Boelter 

(main location) in 8270 Boelter Hall and SEL/Geology in 4697 Geology Building. The SEL 

collections include more than a half a million print volumes, subscriptions to over 5,000 

print or electronic journals, over 55,000 e-books, and a large collection of online technical 

reports. The library also provides access to online databases covering each physical 

science and engineering discipline. 
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Louise M. Darling Biomedical Library 

The Louise M. Darling Biomedical Library serves UCLA’s health and life sciences communities, 

which include upper division undergraduate students, graduate students, residents, fellows, 

faculty, and staff from the four professional health sciences schools (Medicine, Nursing, 

Dentistry, Public Health) and the Division of Life Sciences, as well as the health and life 

sciences information needs of the UCLA community as a whole. The library is the Regional 

Medical Library and serves as the headquarters for the Pacific Southwest Region of the 

National Network of Libraries of Medicine. The collections are broad in scope and designed 

to support the teaching, research, and patient-care needs of its primary clientele. The total 

collection includes more than 600,000 print volumes and provides access to thousands of 

electronic resources including journals, databases, and other materials. 

 

Description of Position & Duties 
 

A. Instructional Design and Innovation 

1. Provides leadership and support for the design, development, integration, and 

continual improvement of online and open access learning modules. 

2. Supervises a team of learner-designers, fostering the rapid development of 

effective, accessible, and open online learning materials. 

3. Provides and fosters learning opportunities on instruction, innovative 

pedagogical practice, and instructional design for library staff, faculty, and 

graduate teaching assistants. 

4. Collaborates with faculty, academic staff, advisors, graduate teaching assistants, 

and students to develop scalable and sustainable solutions to information literacy 

and research skills instruction. 

 

B. Library Leadership and Campus Partnership 

1. Leads and contributes to library-wide projects and service teams. 

2. Serves as a member of the UE Research Functional Team, contributing to team 

projects and initiatives. 
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3. Supervises graduate/undergraduate student research assistants for the 

Sciences Division. 

4. Collaborates with library leadership, staff, and campus partners to envision, design, 

and implement library services and spaces. 

5. Fosters evidence-based innovation in public services. 

6. Represents UCLA Library with campus initiatives and with partners related to 

library services. 

 

C. Liaison Area Engagement 

1. Serves as a liaison for collections, outreach, research assistance and teaching 

and learning for campus departments and groups. 

 

D. Learning, Professional Development, and Special Projects 

1. Participates in special projects and serves on unit, library, and campus committees 

and teams. 

2. Continually seeks opportunities to learn new skills, techniques, and approaches 

to instructional design, new modes of learning, and innovative library services. 

3. Performs other duties according to the needs of the unit and library. 

  

 

 

Signatures  If there are multiple SORs, signatures are only required on the candidate’s current SOR. 
 
 

Samuel Smith  Jamie Hernandez 
Samuel Smith  Jamie Hernandez 
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