STATE OF NEBRASKA
CLASS CODE:
S37221

CLASS SPECIFICATION
SALARY GRADE:
338

EST: 05/90 - REV: 01/98
OVERTIME STATUS:
N
LIBRARIAN I/AGENCY

DESCRIPTION:  Under general supervision, assumes the responsibility for the day-to-day operation of an agency library to include ordering, checking, and receiving all library books, materials, and supplies.  This is para-professional library work involving the application of library principles and procedures in the maintenance of a small collection of library materials. Work is reviewed by a professional or administrative superior through written reports, conferences, and observation; most administrative decisions are the responsibility of a higher authority.  Incumbents may supervise volunteer workers, and/or patient/resident/offender staff; 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.)

Sorts, labels, and shelves a variety of library materials, including new and donated books, magazines, video tapes, cassette tapes, record albums, and greeting cards to provide services for library users.

Provides assistance to users in selecting reading materials that are of interest to them.

Provides assistance to users in locating library materials.

Recommends the purchase of and places orders for books and other materials for the library.

Organizes, coordinates, and directs reading clubs formed by residents/patients/staff.

May supervise volunteers, and/or patient/resident/offender staff.

May be required to provide information for patient/resident/offender rehabilitation care/plans.

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

Knowledge of:  standard library practices, procedures, and materials; methods, practices, and rules governing the conduct of library users.

Ability to:  establish and maintain effective working relationships with library users and staff; stimulate the interest of readers on the resources of the library; communicate effectively both orally and in writing; maintain orderly and professional conduct of library users.

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

Knowledge of:  standard library practices, procedures, and materials; methods, practices, and rules governing the conduct of library users.

Ability to:  establish and maintain effective working relationships with library users and staff; stimulate the interest of readers on the resources of the library; communicate effectively both orally and in writing; maintain orderly and professional conduct of library users.

LIBRARIAN I/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 a high school education plus post high school coursework, preferably in library science.

