NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

LIBRARY ASSISTANT

Scope of Work

This is clerical work performing detailed support duties related to the activities of a college library.

Performs varied tasks such as responding to inquiries regarding the availability and/or location of library materials, performing search activities to obtain information on bibliographic materials and receiving and recording new incoming library materials.  Work also includes extensive public contract with work decisions made in accordance with established policies and procedures.  General supervision is received from a technical superior with work reviewed in the form of observation and accuracy and completeness of tasks performed.

Examples of Work

Receives and records new materials and processes or forwards to appropriate staff for processing; may perform data entry to a computerized cataloging system including assists in the development and maintenance of bibliographic records; composes and prepares routine correspondence.

Prepares order recommendation cards; ma maintain specialized library files and records; performs circulation duties including checking materials in and out, renewing materials, registering borrowers for library cards and assessing and collecting fines; may open and close the circulation desk.

Responds to inquiries regarding the availability and/or location of library materials and general requests for information from students, faculty and the general public; processes overdue library charges and assessed fees; revises filing in the card catalog; may prepare materials for binding.

Performs routine and preventative maintenance of copy machines, viewers and related library equipment; demonstrates the proper use of library equipment including computer search software, copiers and laminators; may perform stack maintenance duties including measuring growth of the collection and planning for collection shifts.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of the practices and techniques used in library science.

Knowledge of basic library services and resources.

Ability to accurately enter data into a computer terminal.

Ability to assist library users in locating desired information.

Ability to communicate effectively both orally and in writing with the general public and a diverse staff and student population.

Ability to adhere to prescribed guidelines and established policies.

Ability to maintain detailed filing systems.

Skill in the operation of a personal computer, typewriter, calculator and various common office equipment.

Preferred Training and Experience

Graduation from Senior High School supplemented by coursework in Library Science or related area and two years of work experience in a library.

Minimum Qualifications

Graduation from Senior High School or equivalent supplemented by a minimum of one year of work experience in a library or any combination of skills, knowledge and abilities that meet these requirements.

Special Requirements 

Incumbent may be required to pass a standard job-related typing/keyboarding test.

Essential Duties

Each College will determine for their own use the essential duties assigned to this position.

The fore going is a general description of this position and may be changed from time to time by the System Administration.

