STATE OF NEBRASKA
CLASS CODE:
S39131

CLASS SPECIFICATION
SALARY GRADE:
339

EST: 07/94 - REV: 05/02
OVERTIME STATUS:
N
CURATOR ASSISTANT/LIBRARY/ARCHIVES

DESCRIPTION:  Under limited supervision, provides professional library/archives services in regard to classifying, processing, cataloging and otherwise describing and managing library or archival materials.  Supervision limited to work-study students, interns, or volunteers; 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.)

Utilizes computer applications to catalog, process and otherwise manage library/archives materials, which may include preparation of specialized reports, file maintenance, etc.

Uses approved methods (accepted practices of library/archival science) to catalog, process and otherwise manage library/archives materials, which may include one or more of the following:  books, maps, serials, and other published materials, manuscript and public records collections, audio recordings, moving images, photographs, and other documentary resources.

Employs research in the course of describing materials.

Investigates and evaluates procedures and makes recommendations on ways to improve efficiency.

Coordinates office operations and available resources to meet assignments.

Schedules, assigns duties to and supervises work-study students, interns and volunteers.

Coordinates particular library/archives functions, such as security microfilm management, automated acquisitions, incoming interlibrary loans, location register management, etc.

Advises and assists patrons and staff in accessing materials.

Moves and lifts library and archival materials.

Performs related work and special projects as required.

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

Knowledge of:  the responsibilities assigned to the position; the organizational structure, mission, and activities of the employing agency; sources of information pertinent to the assigned duties; agency policy and procedures; the theories, principles and practices of library and/or archival science.

Ability to:  formulate and recommend alternative courses of action to meet organizational/operational goals and objectives.

CURATOR ASSISTANT/LIBRARY/ARCHIVES (continued)

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

Knowledge of:  the theories, principles and practices of library and/or archival science and historical research methods (preferred).

Ability to:  establish and maintain effective working relationships with staff and public; give or receive and carry out written and oral supervision; express oneself effectively orally and in writing; use automated systems and other general office equipment to perform duties; organize and describe physical materials and their intellectual content.

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, abilities, and skills.

A general qualification guideline for positions in this class is post high school coursework/training in library science, archives administration, history, public administration, museum studies or related field, and two years of experience in cataloging, processing or otherwise working with library/archives materials.

