Position: Library Technician I Position Number:

Department/Site: Library FLSA: Non-Exempt — (Classified
CSEA
Reports to: Director, dean, or other administrator in Salary Range 22

assigned area

DESCRIPTION:

Under the direction of the Dean Atademic Affairs or other administrator in assigned area, the
Library Technician Il performsa variety of complex, speciaéd technical duties including
Library acquisitions, bibliograpbi and data maintenance, a$siwith accounting functions,
provides assistance to library pmats, and performs one or mateties of a Libray Technician |
including circulationand media support.



X Ensure complete and accurate informatarpurchase requisitionseview orders for
compliance with established regulations @nocedures; maintain a current and shared
database of all library materials and equiptmnchased and providiérary faculty with
appropriate reports as required.

X Perform one or more specialized library function®ublic Services or Technical Services,
including but not limited to billing, reservesypy cataloging, serialeanagement, materials
preservation, database maintenancecgssing, and withdrawing materials.

X Act as a liaison to the college Business Office.

Assist in the training and dicgon of student assistants.

x Explain library policies and pro

X
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X X X X X X X

X
X

Assist patrons with library services

Process, maintain, and organize a varadtrecords efficiently and accurately
Understand and follow oraind written directions

Establish and maintain cooperative aneetitve working relationships with others
Communicate effectively in Enghsboth orally and in writing

Provide work direction to studeworkers; make group presentations

Understand and be sensitive to those ¢tucally, socioeconomically, and linguistically
diverse backgrounds; workith a diverse population

Work both independently and functionffextively within a team setting while
demonstrating leadership qualities

Effectively organize and prioritize wodknd meet schedules and timelines

Exercise reasonable judgmemtunusual circumstances

EDUCATION AND EXPERIENCE:

X Any combination of education eqailent to a high school diploma

x Combination of training, edation, and experience equivaléotwo (2) years of post-
secondary education in libgascience or a related field

x Two years of experience workimg a library or similar setting

LICENSES AND OTHER REQUIREMENTS:

PHYSICAL EFFORT/WORKING ENVIRONMENT:

Library/office environment; constant interruptioalexterity of hands and fingers to operate a
computer keyboard; sitting and standing for egsd periods of time; bending at the waist,
kneeling or crouching and reaching overhead, abashibulders, and horizontally to retrieve
materials; lift moderately heavy objects.

September 2016
Human Resources & Equal Employment Opportunity



