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NEBRASKA STATE COLLEGE SYSTEM

CLASSIFICATION DESCRIPTION

LIBRARY TECHNICIAN
Scope of Work

This is a specialized clerical and technical library work related to cataloging and processing new library materials.

Performs a wide variety of tasks such as copy and continuation cataloging, rectification of bibliographic errors, processing and/or overseeing the processing of new materials and participates in the materials preservation program of the library.  Incumbents apply judgment and initiative to evaluate and select alternative established courses of action.  Making decisions regarding the application of established library procedures is a major job function.  Work at this level requires greater understanding of the relationships and use of a broad range of bibliographic tools.  General supervision is received with work reviewed in the form of observation, accuracy and completeness of tasks performed.
Examples of Work

Perform “push-button” copy cataloging and some types of original pattern cataloging (e.g., Stanford theses).
Search for matching cataloging and route materials according to search results.

Perform routine catalog maintenance tasks (e.g., correct errors, process transfers and withdrawals, update holdings, process added copies and volumes).
Review, verify and modify descriptive elements (title, edition statement, collection, etc.) in cataloging copy for materials in all formats.

Perform high level maintenance (e.g., authority work to resolve heading conflicts and provide cross references).

Resolve serial problems and updating serial records locally or using and online bibliographic database.

Track and/or compile various library data; prepare a variety of statistical reports.
Perform routine bindery preparation and end processing tasks.

Monitor materials for binding and preservation treatments, updating online records.

Assist with training and supervision of student workers in specific tasks.

Answer routine and directional questions from patrons and staff, referring more complex questions; may have occasion to deal with outside vendors.

Participate in evaluating and developing new techniques, procedures, plans and equipment by analyzing data and recommending alternatives.

Performs other duties as assigned.

Preferred Knowledge, Skills and Abilities

Knowledge of advanced library services and resources.
Knowledge of the practices and techniques used in cataloging and processing new library materials.

Ability to accurately enter data into a computer terminal.

Ability to adhere to prescribed guidelines and established policies/procedures.

Must be able to learn job skills readily not only from instruction from others but also through experience and have the judgment to know when to consult with others.
Requires meticulous and continuous attention to detail.

Ability to work independently and make initial decisions with a minimum of supervision.

Skill in the operation of a computer and various common office equipment.

Preferred Training and Experience

Graduation from Senior High School or equivalent supplemented by and Associates degree in library Science or a Library Specialists Endorsement and three years work experience in a library.

Minimum Qualifications

Graduation from a Senior High School supplemented by coursework in Library Science or related area and two years 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 foregoing is a general description of this position and may be changed from time to time by the System Administration.

