STATE OF NEBRASKA
CLASS CODE:
A37223

CLASS SPECIFICATION
SALARY GRADE:
352

EST:  05/90  REV:  06/97
OVERTIME STATUS:
N
LIBRARIAN III/AGENCY

DESCRIPTION:   Under limited supervision, manages the library services of an agency library to include procuring, processing, and cataloging books, periodicals, materials, and supplies.  Incumbents provide day-to-day library services in a variety of library operations; performs related work as required.

EXAMPLES OF WORK:  (A position may not be assigned all the duties listed, nor do the listed examples include all the duties that may be assigned.)

Selects and procures books and materials, periodicals, and supplies to enable the library to provide better services and comply with directives.

Determines and implements the library's schedule and procedures to best serve the users given the resource limitations.

Catalogs and inspects books to prepare them for processing into the library, to maintain the assigned libraries, to expedite library services, and ensure accountability.

Answers questions, conducts needs surveys, and procures reference materials to meet the needs of library users.

Complies various statistics; files documents and correspondence, and writes reports to report library activities, its accomplishments, and needs, to comply with directives.

Escorts offenders and complies with agency operations memorandums, rules, regulations and other directives to maintain effective security.

Writes grants and creates and administers the facility library budget to effectively and efficiently provide library services.

FULL PERFORMANCE KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (These may be acquired on the job and are needed to perform the work assigned.)

Knowledge of:  agency functions, organization, objectives, and their interrelationships.

Ability to:  manage a library at the agency facility; understand and enforce rules governing the users; exercise mature, objective, sound judgment, communicate effectively with library users, agency staff, and the public.

ENTRY KNOWLEDGES, ABILITIES, AND SKILLS REQUIRED:  (Applicants will be screened for possession of these through written, oral, performance, and/or other evaluations.)

Knowledge of:  professional library principles, methods, materials, and practices; books, reference materials, and authors; rules and regulations governing the library users, general security, and emergency procedures.

Ability to:  communicate effectively with people at all levels and with different cultural backgrounds.

LIBRARIAN III/AGENCY (continued)
JOB PREPARATION GUIDELINES:  (Entry knowledge, abilities, and/or skills may be acquired through, BUT ARE NOT LIMITED TO, the following coursework/training and/or experience.)

Any combination of training and/or experience that will enable the incumbent to possess the required knowledge, skills, and abilities.  A general qualification guideline for positions in this class is post high school coursework/training in library science and experience in providing library services and serving the library users.

