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Classification Specification
	

	
	2241200

	
	LIBRARIAN  - ASSISTANT



Class Summary

The responsibilities of this classification include developing and maintaining a technical library and providing services to customers in support of agency goals and objectives. This is a fully proficient professional classification and work is performed with a minimum of supervision.

Distinguishing Characteristics

This is the second level within a three-level classification series. This classification is distinguished from the Head Librarian in that incumbents research and classify catalog materials while the Head Librarian is responsible for supervision of staff and the ongoing operation of the library.

Examples of Duties (May vary by position)

1. Provide reference, circulation and/or cataloging services which may include research, analysis and synthesis.

2. Provide interlibrary loan service.

3. Provide document delivery service.

4. Participate in library collection development.

5. Operate automated library systems.

6. Conduct on-line searches of technical databases and/or bibliographic utilities.

7. Participate in library team projects.

8. Train users in accessing library resources and conducting research.

9. Provide market library services.

10. Compile and report statistics.

11. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Knowledge generally equivalent to what is gained in a Master’s degree in Library Science

Knowledge of library theories and procedures

Knowledge of reference and research theories

Knowledge of electronic resources

Knowledge of library classification and cataloging theories and procedures

Knowledge of office procedures and practices

Knowledge of customer service and quality management

Skill in the use of library technologies, including on-line and remote technical databases and bibliographic utilities

Skill in the use of personal computers, word processing and data management software

Skill in research, analysis and synthesis 
Skill in informational interviewing 
Skill in training 

Skill in interpersonal relationships
Skill in oral and written communication including presentation skills

Skill in business math and statistics 

Skill in the management of multiple priorities

Skill in conflict resolution and problem-solving
Skill in time management and planning 
Licensing/Certification Requirements

Some licenses, certifications and other requirements determined to be necessary to meet the business needs of the employing unit may be required.
	FLSA Designation
	Non-Exempt 

	Levels within same series
	Library Technician, Assistant Librarian and Head Librarian
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