STATE OF NEBRASKA
CLASS CODE:
S37111

CLASS SPECIFICATION
SALARY GRADE:
335

EST: 11/78 - REV: 01/98
OVERTIME STATUS:
N
LIBRARY ASSISTANT

DESCRIPTION:  This is technical work performing various responsible tasks within a specified area of the library.  Work precedents are firmly established and decisions made by the incumbent are limited by established guidelines.  Incumbents may direct the work of library assistants or office clerks on specified projects.  Professional librarians provide supervision by regular work review; 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.)

Processes film use requests and operates booking system.

Processes books and other materials to prepare them for circulation by laminating jackets, assuring proper identification markings, having checkout cards in place and so forth.

Processes orders for books and other materials; processes materials received by checking invoices and posting relevant data on proscribed forms.

Inventories books and other materials and assists in weeding materials.

Prepares materials for microfilming, binding or other methods of preservation and storage.

Gathers information used in preparing data base for computer based union catalog.

Inputs cataloging data from work forms to OCLC under supervision of a librarian.

Acts as a working leader for library assistants and/or office clerks in maintenance of stacks, circulation functions and other routine projects.

Provides information service, answers routine questions, assists patrons in use of card catalog or other research methods and refers persons needing professional assistance to librarians.

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

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

Knowledge of:  library science; library reference materials.

Ability to:  perform routine reference work; work effectively with staff and public; understand and carry out written or oral instructions; use audio-visual equipment, typewriter and computer terminal.

LIBRARY ASSISTANT (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 two years library experience.

