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LIBRARY TECHNICIAN
SUMMARY/PURPOSE:

Under supervision, using independent judgment, to support the successful operation of the library by
providing library services to the public, and processing and maintaining library materials and records.

EUNCHONALAREAS:ESSENTIAL DUTIES AND RESPONSIBILITIES

1. Provide library-services-to-thepublic an outstanding customer experience to people of all ages
and backgrounds , including children and families, by staffing a public service desk.

and—monttepandm&ntarwreser\ed—matenalsehewe& Teach patrons how to use Iibrary
services and equipment.

*C. Recommend-With direction, recommend library materials to patrons and refer them to
various serwces coIIectlons and areas of the I|brary

%D,
*E,
*F,
Respect and maintain patron privacy.

*G. Acknowledge compIalnts and problems and resolve them Wlthln areas of authorlty

2.
process and malntarn various I|brary materrals
*B, Create and maintain patron database files;-exercising-discretion-and-making-decisions_
foIIowmq I|brarv poI|C|es
C.
mateHaI%Support |nterI|brarv Ioan serwces
D. Prepare create and execute—vaneus—en#ne—reperts—uemg+eeemmended—se#tware—fep
3.

retatrensmatenalewlth d|rect|on plan, orqanlze promote and |mpIement programs,
dlsplavs and speC|aI events at the lerarv orin the communltv

heurs—eemputer—elasses—etc— Wlth dlrectlon help promote and market the L|brarv

G:B. _Under supervision, €coordinate, schedule, and participate in the work and placement of
volunteers_and library staff.




Perform related-duties-as-assignedvarious duties as needed per work location.

xA, Serve on and participate in special project committees, task forces, and work groups.
*B, i

*C. Marntarn requrred records and statistics.

. .

E Under supervision, perform prel|m|nary evaluatron of eX|st|ng library materrals for
removal.

iF, Instructless-experienced-staff-and-providefeedbackto-supervisors: Help train less

experienced staff.

G- Collect, count, and prepare daily cash receipts for deposit.
H.G. Maintain offrce and library supply mventory

J—.H. Operate malntaln and troubleshoot computer equipment and devrces as requrred
K-l. _ Prepare photocopies and mailings.
LJ. Perform related tasks as assigned.

JOB REQUIREMENTS

To perform this job successfully, an individual must be able to perform each essential duty satisfactorily.

The requirements listed below are representative of the knowledge, skills, and abilities required.

1. Education and Experience Requirements

+A. One year of experience in a related position (examples include work in a library,
bookstore, early chlldhood eeleeanenprogram school or customer servrce posrtlonarde—
ete); OR
eempu%eeserenee—eemmmmeaﬁen—and—eukeraksmdrescompletron of a Bachelor S

degree in a related field; OR an equivalent combination of education and experience.

Education and/or experience must demonstrate possession of the knowledge, skills, and
abilities listed below.

2. _Knowledge Requirements

+A. Knowledge of English te-ineludeincluding spelling, grammar, sentence construction,-and
punctuation_and reading comprehension.




+B.
+C.
+D.

+E.

Knowledge of baS|c mathematlcs

Knowledge of he-Dew
locate, retrieve and file materlals in varlous parts of a publlc I|brary

Knowledge of personal computer operations, including internet use, social media and
Microsoft Office.

3. _Skill Requirements

A. Skill in using state-of-the-artmedern library technology and equipment.
+B. Skill in typing at a rate of 30 net words per minute.
+C. Skill in creating, organizing, maintaining, and updating electronic and manual files and

records.

C.  —B—Sskillin interdewing-the-publicto-determine-which-materials fulfill their needs_
providing customer service, including instructing people on how to use the library and
equipment.
D. Skill in detail oriented tasks.

4. Ability Requirements

+A.

+B.
+C.

+D.
+E.
+F,
+G.

+H.

.
+J.

+K.

Ability to learn, understand, and execute complex policies, procedures, and library
systems, technology, and equipment.

Ability to follow oral and written instructions.

Ability to understand and interpret policies and to effectively communicate them to the
public.

Ability to meet deadlines.

Ability to establish and maintain effective working relationships with co-workers, other
city employees, and the general public, including people of all ages, people with
disabilities, and people from a variety of social, economic, and ethnic backgrounds.
Ability to interpret questions, provide satisfactory explanations, and resolve complaints.
Ability to work independently and to exercise discretion in the absence of specific
instructions.

Ability to work as a member of a team.

Ability to adapt to change.

Ability to work evening and weekend hours at various locations as scheduled.

Ability to create and maintain a positive working environment that welcomes diversity,
ensures cooperation, and promotes respect by sharing expertise with team members,
fostering safe work practices, and developing trusting work relationships.

5. Physical Ability Requirements

A. Ability to retrieve and replace materials on shelves at various heights.
B. +L—Ability to propel a loaded shelving cart weighing up to 335 pounds for distances

of up to 50 feet on a carpeted surface.

C. +M—Ability to frequently transport (usually by lifting and carrying) materials weighing

up to 25 pounds, and occasionally weighing up to 50 pounds, from one part of the library
to another.

D. +N——Ability to work in a stationary position for long periods.
E. +O——Ability to transport oneself throughout the library and to and from branch

libraries.

F. Ability to transport oneself to, from, and around sites of projects, tests, and other

assignments.
G. Ability to attend work on a regular basis
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