LIBRARY TECHNICIAN

A.  DEFINITION:
The Library Technician assists the Library Director and the Senior Librarian in the operation of the Library.
B.  DISTINGUISHING CHARACTERISTICS:
Willingness to perform routine tasks
C.   EXAMPLES OF WORK:
Along with the Senior Librarian and Library Technician will work to perform the day to day tasks needed to run the Library, including but not limited to the following tasks:
1.  Check books in and out
2.  Create patron records 
3. Reshelf library materials
4. Process new library materials
5. Barcode items and create item records
6. Link items to bibliographic records
7. Create new bibliographic records as necessary
8. Keep daily statistics
9. Assist with special library activities and projects
10. Process requests for Inter-Library loans
11. Assist patrons with computer-related activities
12. Make recommendations concerning patron requests and needs
13. Other duties as assigned by the Library Director
14. Evening and weekend hours are required

D.  EDUCATION AND EXPERIENCE:

1.  High School graduate, Associate Degree preferred.
2.  Library experience preferred.
3.  Experience working with children, preferably in a library or school setting.


E.  KNOWLEDGE, ABILITY, SKILL:

1.  Familiarity with library procedures required
2.  Pleasant personality and the ability to work well with children of all ages
3.  Ability to work with computers is required
4. Ability to lift approximately forty pounds (40lbs.)


