STATE OF NEBRASKA
CLASS CODE:
V37132

CLASS SPECIFICATION
SALARY GRADE:
10

EST:  5/97 - REV: 00/00
OVERTIME STATUS:
E
LIBRARY READER'S ADVISOR/SENIOR

DESCRIPTION:  Under limited supervision, a journey level position managing the Talking Book and Braille Service (TBBS).  Supervises the TBBS collections and resources staff that provided services to TBBS patrons.  Under the supervision of a Library Commission Division Director; performs other duties as assigned.

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

Plans, organizes, assigns, and directs the work activities of subordinate staff to facilitate the attainment of the TBBS work goals and to ensure consistent application of technical  policies, procedures, and guidelines.

Trains subordinate staff in the principles, practices, policies and/or procedures of TBBS to maintain and/or improve the production levels of employees in accordance with established work performance standards.

Identifies and provides programs and/or services to TBBS patrons using a computerized library system.

Manages the TBBS collection to maintain proper serviceability and storage which includes identification, inspection, repair and replacement activities.

Manages the assignment of TBBS subject codes to new books and publications.

Consolidates standardized computer generated reports to include circulation statistics and survey information.

Promotes services at various functions as a representative of TBBS.

Oversees the inventory, maintenance, distribution and retrieval of equipment received from Federal Government to ensure that federal rules and regulations are followed.

Oversees the development and circulation to include the checking in and out of TBBS braille and print/braille collection.

Implements the checking in and out of magazines circulated by TBBS.

Supervises volunteer workers that work in the TBBS area.

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

Knowledge of:  Nebraska Library Commission TBBS; work policies, procedures, and guidelines in Library Commission; and applicable laws, rules, and standards. 

LIBRARY READER'S ADVISOR, SENIOR  (continued)

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

Knowledge of:  supervisory principles and techniques; Americans with Disabilities Act; library principles and practices; library science and information searches via computer; and computer and Internet operations.

Ability to:  supervise others; provide library materials in accessible formats; communicate with library professionals and non-professionals on library related services and programs; interact with customers of varied levels to provide statewide TBBS library services; read and understand regulations; and communicate effectively both orally and in writing.

Skills in:  verbal and written communications;  research and information gathering via computer (i.e. DOS and Dbase commands), and coordinating data and surveys into reports.

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.)

Experience in supervising with computer experience and ability to use DOS and Dbase commands.  Work related experience in a library or library setting is desirable.

