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Classification Specification
	

	
	2241100

	
	 LIBRARY TECHNICIAN



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. 

Distinguishing Characteristics

This is the first level within a three-level Library classification series. This is an entry-level professional classification and work is performed under the direction of assigned supervisory staff.   Library Technicians participate in the development and maintenance of a technical library and provide customer services.
This classification is distinguished from the Assistant Librarian in that the Assistant Librarian is responsible for researching information, classifying and cataloging materials, and performing administrative duties. 

Examples of Duties (May vary by position)

1. Provide support to librarian(s).

2. Process, maintain and route journals to staff.

3. Provide ready reference to customers.

4. Operate automated library systems.

5. Participate in library team projects.

6. Train users in accessing library resources.

7. Shelve and file library materials.

8. Order library materials and supplies, and process payments.

9. Sort and distribute mail.

10. Compile and report statistics.

11. May route newspaper clipping packets to customers.

12. May manage petty cash account.

13. Perform other duties as assigned.

Knowledge/Skills (May vary by position)
Basic knowledge of library procedures

Basic knowledge of reference practices and materials

Basic knowledge of research techniques

Knowledge and understanding of library classification

Knowledge of customer service and quality management

Knowledge of office procedures and practices

Skill in the use of library technologies

Skill in scanning and selecting written material quickly and accurately

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

Skill in managing multiple priorities

Informational interviewing skills

Oral and written communications skills

Interpersonal skills

Problem solving skills

Presentation skills

Business math and statistics skills

Conflict-resolution skills

Time-management skills

Licensing, Certification and Other 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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