4- 28- 89 LI BRARY ASSI STANT, 1172

Summary of Duti es: Perforns routine professional, subprofessional and
difficult clerical work in the Library Departnment which may include
typi ng; and may supervise clerical personnel

D sti ngui shing Feat ures: A Library Assistant perforns subprofessiona
library work, and related library clerical tasks which do not require

t he educational preparati on necessary for fully professional |ibrary
wor k and may supervise |ower |evel clerical personnel working in a
public library. This class is distinguished fromother clerical
classes in that all Library Assistant positions are found in the

Li brary Departnment and all incunbents work in functions which are

uni que to that Departnent.

Exanpl e of Duties : Answers directional and nontechnical reference
questions for library patrons; prepares library materials |ists,

bi bl i ographi es, indexes, and anal ytics under professional guidance;
expl ai ns and denonstrates the use of card catal ogs, indexes, and ot her
guides to library nmaterials; takes and fills interlibrary | oan
requests, maki ng book, bibliographic, and unconplicated subject
searches as indicated; nmakes spot checks and short searches for
mssing library materials; may interview, select, train, and supervise
Aerk Typists, Library derical Assistants, and Messenger d erks; nay
assign duties to staff and revise finished work; interprets library
policies and procedures for staff and public; reviews requests for
library materials fromcl osed storage areas when assisting at a

ref erence desk; hel ps prepare exhibits and displays of library
materi al s.

Checks bi bl i ographi es against library hol di ngs; conducts tours of the
library for visitors; makes bibliographic searches to verify and

conpl ete informati on furni shed by operating units, and prepares

repl acenent orders for all types of library materials and origi na
orders for newtitles and library naterials; prepares orders for out-
of-print and used library nmaterials; processes gift books and nakes
these avail able for inspection and sel ection by Senior and Princi pa

Li brari ans; naintains publishers' catal og, outstanding order, returned
order, and series files, and other files dealing with the ordering

pr ocess.

May performrouti ne professional, subprofessional and difficult
clerical work for a Regional Manager such as schedul i ng substitute
clerks and librarians and preparing biweekly reports of substitute
time used; may hire and train exenpt substitute clerks; may
participate in regional workshops as a trainer; nmay be responsible for
schedul i ng of regi onal equi pnent.

My maintain a map room containing a large collection of variou

types of naps; may examne added copies of library materials t
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determne if they are the sane as existing copies, and edit an
abri dge catalog card descriptions for these materials; mnay hel

mai ntain a patent room collection used for patent, copyright, an
tradenmark searches; may catalog fiction materials, including th
assignnent of bibliographic descriptions and nmain and added entries
and nmay use automated bibliographic database to catalog |ibrar

materi als; my naintain an information file for directiona
questions; nmay type; may serve on public reference and/ or circulation
desks and interact with the public frequently; and may occasionall

be assigned to other duties for training purposes or to nee

t echnol ogi cal changes or energenci es.

Qualifications: A good know edge of office practices, includin

filing, indexing, and cross referencing nethods; a good know edge o
safety principles and practices; a good know edge of the publ
library organization, activities, procedures, policies, ains, an
ser vi ces; a good know edge of supervisory principles and practices
a wor ki ng know edge of correct punctuation, spelling, and grammati cal
usage; a working know edge of books and related library naterials;
working know edge of the Dewey Decimal dassification System
wor ki ng know edge of commonly used office machi nes and equi prent;
wor king know edge of the laws and regulations related to equa
enpl oynent opportunity and affirmati ve action; a general know edge of
Gty personnel rules, policies and procedures; a general know edge of
reference procedures and problens, including standard reference an

bi bl i ographi ¢ sources; a general know edge of the Library of Congress
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subj ect heading |ist; a general know edge of nenoranda o
understanding as they apply to subordi nate personnel; the ability t
prepare and use bibliographies, book lists, and indexes, and to nmak
the best use of catalogs; the ability to make difficult file searches
and to do accurate filing in library catalogs; the ability to d
conplex library clerical work and to nmake arithmetic conputations
the ability to plan, assign, direct and review the work of others
and the ability to deal tactfully and effectively wth othe

enpl oyees and the public.

Two years of library clerical experience at the level of Librar
Jerical Assistant. Four courses in library science in a recognize
trade school, college or university may be substituted for one yea

of the required experience.

Physical Requirenent : Strength to perform average lifting up to 1

pounds and occasionally over 25 pounds and to stand for prol onge

peri ods; good speaking and hearing ability; and good eyesi ght.

Persons with nedical limtations nmay, w th reasonabl e accomodati ons,
be capable of performng the duties of some of the positions in thi
cl ass. Such determnation nust be nmade on an individual basis i
light of the person's limtations, the requirenents of the position
and the appointing authority's ability to effect reasonabl

accommodations to the person's limtations.
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As provided in Gvil Service Commssion Rule 2.5
and Section 4.55 of the Admnistrative Code, this
specification is descriptive, explanatory and not
restrictive. It is not intended to decl are what

all of the duties and responsibilities of any

posi tion shoul d be.



