STATE OF NEBRASKA
CLASS CODE:
G37230
CLASS SPECIFICATION
SALARY GRADE:
14

EST: 05/90 - REV: 05/02
OVERTIME STATUS:
E
CORRECTIONS LIBRARY COORDINATOR

DESCRIPTION:  Under administrative direction, plans, organizes, coordinates, directs, and controls the operations of the adult libraries throughout the agency to provide recreational reading, research resources, and law libraries with trained legal aides; 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.)

Coordinates initial order of law books and other legal materials for the corrections adult facilities and advises librarians in charge of the adult libraries of new titles to add to their collection to maintain adequate law libraries and comply with American Correctional Association guidelines.

Consults with Agency Legal Counsel on legal matters and law library requirements to comply with the courts law library requirements.

Arranges for and/or teaches legal reference classes to train Legal Aides, Librarians, and other interested staff members.

Inventories all law libraries to maintain a current list of publications in the libraries and comply with the American Correctional Association guidelines.

Writes policies and procedures for all agency adult libraries to standardize record keeping, inventory, reporting, and to ensure American Correctional Association guidelines are complied with.

Arranges for and/or presents workshops and seminars for agency adult librarians to discuss matters of mutual concern, to exchange ideas, and to provide continuing education training.

Plans, organizes, coordinates, and monitors the agency's adult library function to ensure objectives and standards are established and attained and are congruent with the overall agency goals.

Develops and recommends new and revised rules, policies, and procedures to respond to changes in operational/program needs, objectives, and priorities and to improve the effectiveness of the agency adult library services.

Determines and recommends staff, material, and equipment needs for the agency library services to contribute to the formulation and justification of budgetary requests.

Confers with agency administrators to discuss library issues that impair the effectiveness and efficiency of the library services.

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

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

CORRECTIONS LIBRARY COORDINATOR (continued)

Coordinates and administers the publishers book donation program to improve the effectiveness and efficiency of the adult library services.

Writes grants 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, goals, objectives, and their interrelationships; personnel procedures; law library requirements; other local libraries and related institutions.

Ability to:  plan, organize, coordinate, and control; work with and interact with all types of individuals; train and instruct librarians and legal offenders.

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; the theory and application of basic library functions including circulation, cataloging, reference services, and materials selection; day to day library operations including staffing, collection services, and facility; computer applications to a library; books and reference sources; books, reference materials, and authors; the principles of management, supervision, and administration.

Ability to:  manage a library at the agency facility; understand and enforce rules governing  the users; exercise mature, objective, sound judgment; train staff in library services; deal effectively with library users, agency staff, and the public; communicate orally and in writing with people at all levels and with different  cultural backgrounds; do legal research.

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.)

Post high school coursework/training with a masters degree in library science and experience in providing library services in an institutional setting.

