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CLASSIFICATION TITLE:  ASSISTANT LIBRARIAN
CLASSIFICATION NUMBER:  HB 1203
GENERAL DESCRIPTION OF DUTIES
Under general direction, the purpose of the classification is to provide professional library services to community college students, faculty, and staff.  Employees in this classification perform specialized professional work involving library operations and library resource development and access.  Classification is responsible for assisting in operating the library by providing reference services, teaching bibliographic instruction and information literacy, preparing library displays, developing/maintaining library collections, and providing access to electronic resources.  Also responsible for coordination of assigned staff.  Performs related work as directed.
SPECIFIC DUTIES AND RESPONSIBILITIES
EXAMPLES OF ESSENTIAL FUNCTIONS
The list of essential functions, as outlined herein, is intended to be representative of the tasks performed within this classification.  It is not necessarily descriptive of any one position in the class.  The omission of an essential function does not preclude management from assigning duties not listed herein if such functions are a logical assignment to the position.
Assists with general library management as needed (i.e. – provides backup coverage for supervisor as needed; represents supervisor at meetings; assists in developing policies/procedures; enforces library user policies; assists in writing sections of annual report; develops new library programs; compiles statistics on usage of various library services/resources; creates and designs presentations for bulletin boards; maintains displays of new books).

Coordinates and/or provides reference services (i.e. – coordinates and/or staffs reference desk; provides reference assistance to library patrons; answers reference questions and locates requested information; assists patrons in locating/using print/electronic sources; performs on-line searches and Internet searches as requested by faculty and staff; develops reference schedule).

Coordinates/conducts instruction/education programs to educate users in information collection, evaluation and retrieval using library services/resources (i.e. – teaches classes on bibliographic instruction, library research tools, Internet utilization, or other topics; conducts business/career workshops for outside groups; coordinates work of bibliographic instructors; prepares for class instruction; develops hands-on library research exercises; develops course syllabus, class assignments, lesson plans, handouts, worksheets, web pages, and instructional materials; writes bibliographies, bibliographic instruction reports, and reference guides; corrects assignments and calculates grades; visits classrooms to introduce library services and encourage use of library resources; manages/maintains well-rounded serials collection of physical collection, union lists, and local lists/records which reflects the college curriculum and budgetary restraints).

Assists in coordinating technical services (i.e. – learns on-line library programs; coordinates copy cataloging, produces print/electronic catalog copy, and creates original cataloging copy; develops/maintains the library’s web page, to include checking/verifying links and updating library-specific information; assists in writing/updating reference and bibliographic instruction sections of library home page; evaluates/implements electronic databases for use by on-site/remote users; creates/maintains on-site web menu accessible via library web page to ensure ease-of-access to electronic databases; maintains local area network system; researches new technologies; maintains technical vendor communications/records).
Coordinates and/or conducts circulation services activities (i.e. – oversees daily circulation process of check-in/check-out of library materials, shelving of returned materials, and collection of fines for overdue materials; provides circulation assistance to library patrons; oversees maintenance of library stacks to ensure the orderly arrangement of collection; oversees the reading of library stacks to verify the collection; advises students on borrowing materials through interlibrary loan; develops/updates circulation training manual; creates database for circulation; complies statistics on circulation of materials for scheduling, allocation of personnel, and budget development; manages reserve material collection to provide access to special collections placed on reserve by faculty/staff).

Participates in development of library collection to support curricula, course requirements, and assignments of the college (i.e. – reads published reviews; evaluates and selects books, periodicals, electronic resources, audio/visual materials, and other library materials; updates, inventories, and weeds collections; annotates new books for newsletter and home page; generates messages to college community about new books; deletes library holdings from OCLC catalog).
Performs administrative tasks associated with department activities (i.e. – develops handouts, brochures, study guides, and pathfinders; updates/maintains literary lists, reference materials, telephone books, and tax forms; reviews/approves time sheets and invoices; corrects course workbooks for faculty; prepares surveys, purchase orders, travel requests, newsletter articles, meeting minutes/reports, policies, procedures, signs, posters, performance appraisals, statistical summaries, reports, forms, and general correspondence; reviews or refers to statistical data, program evaluations, library literature, professional journals, catalogs, directories, periodicals, policies, procedures, manuals, reference materials, or other documentation).

Operates various equipment and tools associated with library operations (i.e. – operates various computer systems and utilizes word processing, spreadsheet, database, desktop publishing, networking, web pages, Internet, e-mail, communications, or other software programs; operates a bar code reader, scanner, typewriter, microfilm reader/printer, microfiche reader/printer, overhead projector, copy machine, facsimile machine, calculator, or telephone).
Interacts with various individuals, agencies, organizations (i.e. – attends meetings/events, serves on various committees, and makes presentations as appropriate; serves as advisor to students, reviews student records, and provides guidance regarding students’ progress towards degree; collaborates with faculty to develop assignments using library materials; contacts outside organizations, associations, and government agencies for free materials; communicates with other departments, faculty members, students, community groups, the public, vendors, other libraries, outside agencies, and other individuals to coordinate activities, review status of work, exchange information, or resolve problems; provides customer service; responds to complaints, researches problems, and initiates problem resolution).

Coordinates assigned staff (i.e. – instructs assigned staff in performance of duties according to established standards; plans the work of others and allocates personnel; prioritizes, assigns, reviews, and coordinates work; conducts staff meetings; prepares employee performance evaluations as scheduled or required; responds to employee issues and concerns; assists in interviewing and selecting new employees; recommends the transfer, promotion, discipline, discharge, and salary increases of employees).

Maintains professional knowledge in applicable areas and participates in professional development activities (i.e. – maintains a working knowledge of assigned area; maintains current knowledge of applicable state, federal, and local laws/regulations; researches new trends and advances in the profession; reads professional literature; participates in professional organizations; attends conferences, workshops, and training sessions).
MARGINAL FUNCTIONS
While the following tasks are necessary for the work of the unit, they are not an essential part of the purpose of this position and may also be performed by other unit members.

Assists with use of library equipment (i.e. – demonstrates use of copy machines, microfiche readers/printers, computers, or other library equipment; troubleshoots equipment problems; replaces toner/paper in printers/copiers; sets up video equipment for use by others).
Performs various tasks in support of overall library operations (i.e. – opens/closes library; turns equipment/lights on/off; checks media catalog for patrons; searches for lost/missing library materials.

Performs clerical/miscellaneous tasks (i.e. – answers telephones and records messages; sorts, delivers, and reads mail; files documents; orders supplies; distributes incoming faxes; delivers copying projects to print shop; moves books; moves or sets up equipment/furniture; cleans work areas).

Perform related duties as directed.

MINIMUM TRAINING AND EXPERIENCE
Master’s degree in Library Science or closely related field; with one (1) year experience and/or training involving library operations, reference service, bibliographic instruction, circulation service, copy cataloging, and library information systems; or an equivalent combination of education, training, and experience.
SPECIAL REQUIREMENTS
This classification has no special requirements.

PERFORMANCE APTITUDES
Data Utilization:  Requires the ability to evaluate, audit, deduce, and/or assess data using established criteria.  Includes exercising discretion in determining actual or probable consequences and in referencing such evaluation to identify and select alternatives.
Human Interaction:  Requires the ability to inform and guide others by applying principles of professional counseling in addressing specific situations.

Equipment, Machinery, Tools, and Materials Utilization:  Requires the ability to operate, maneuver and/or control the actions of equipment, machinery, tools, and/or materials used in performing essential functions.
Verbal Aptitude:  Requires the ability to utilize a wide variety of reference, descriptive, advisory and/or design data and information.

Mathematical Aptitude:  Requires the ability to perform addition, subtraction, multiplication and division; ability to calculate decimals and percentages; may include ability to perform mathematical operations with fractions; may include ability to compute discount, interest, profit and loss, ratio and proportion; may include ability to calculate surface areas, volumes, weights, and measures.

Functional Reasoning:  Requires the ability to apply principles of influence systems, such as motivation, incentive, and leadership, and to exercise independent judgment to apply facts and principles for developing approaches and techniques to resolve problems.

Situational Reasoning:  Requires the ability to exercise judgment, decisiveness and creativity in situations involving evaluation of information against measurable or verifiable criteria.

ADA COMPLIANCE

Physical Ability:  Tasks require the ability to exert light physical effort in sedentary to light work, but which may involve some lifting, carrying, pushing and/or pulling of objects and materials of light weight.

Sensory Requirements:  Some tasks require the ability to perceive and discriminate colors or shades of colors, sounds, depth, and visual cues or signals.  Some tasks require the ability to communicate orally.

Environmental Factors:  Essential functions are regularly performed without exposure to adverse environmental conditions.

The Massachusetts Board of Higher Education – Massachusetts Community College is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, The Massachusetts Board of Higher Education – Massachusetts Community College will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
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