CLASS CODE:  3428
TITLE:  LIBRARY INFORMATION ASSISTANT
GRADE:  S-17

Page 3

 CLASS SPECIFICATION

County of Fairfax, Virginia

CLASS CODE: 3428
TITLE: LIBRARY INFORMATION ASSISTANT
GRADE: S-17

DEFINITION:
Under the general supervision of a professional librarian, provides customers with paraprofessional-level library information services in a field recognized in the Library’s strategic plan, including services for preschool children, students, lifelong learners, persons learning the English language, cataloguing, collection management and acquisitions, interlibrary loan, etc.; and performs related work as required.

DISTINGUISHING CHARACTERISTICS OF THE CLASS:
Positions in this class locate a wide range of information of varying complexity, either to provide service directly to library customers, or to select and provide access to library materials.  Resources used may be in print or electronic (e.g., the Internet or the Library’s online catalog) format.  Emphasis is on identifying the actual question and then linking it to the answer from the most direct and efficient source.  Library Information Assistants who work in a library setting also spend a significant amount of time instructing customers in how to use electronic resources to access information on their own.  
On occasion, employees in Library Assistant I or Library Assistant II positions may also provide customers with information.  However, such information normally would be related to circulation procedures or the location of specific areas of the collection (e.g., mysteries).

ILLUSTRATIVE DUTIES:
Provides customers with paraprofessional-level library information services in a field recognized in the Library’s strategic plan;

Assists library customers in locating information and selecting materials, making full use of print and electronic resources;

Instructs customers in the use of catalogs, as well as print and electronic resources;

Refers customers to other information resources when appropriate;

Assists in developing homework support by contacting schools and/or establishing and restocking special collections or displays;

Maintains and updates reference services (e.g., Value Line, Fairfax County Code);
Prepares and presents story programs, class visits, book talks, discussion groups, and other activities in the library, for schools, day care centers, and community agencies;

Conducts library tours, orientations, and other programs;

Develops, prepares, presents, and evaluates programs to stimulate summer reading;

Develops library exhibits and displays;

Communicates and interprets Library policies and procedures for staff and the public;

Promotes Library and County services and programs;

Participates in the establishment of long- and short-term goals and objectives for the branch or department;

Catalogs material such as fiction, new editions, and added copies that do not need Dewey classification;

Searches Library and Library of Congress files to establish and verify consistent bibliographic and authority records;

Performs descriptive cataloging of non-fiction library materials following international library standards and rules (Library of Congress MARC formats, the Anglo-American Cataloging rules, etc.), and applying local practices;

Analyzes content for classification and subject access using web resources and reviews;
Provides accurate and timely bibliographic access to library materials to best meet customers’ needs;

Monitors and makes recommendations for maintenance of an assigned collection area, scheduling collection weeding and management reports as requested;

Provides bibliographic research and support to selection librarians and identifies materials for purchase in identified fiction and non-fiction genres;

Identifies materials that best meet customers’ needs using specialized online and print bibliographic resources;

Creates and maintains tracking databases for assigned collection areas as required;

Evaluates and makes recommendations for selection of books and materials for addition to the Library’s collection in assigned collection areas;

Reviews and identifies books and materials for purchase in response to customer requests;

Manages the interlibrary loan operation;
Identifies material to request for the customer and links the request to the most direct, efficient, and cost-effective source;

Interviews, selects, trains, schedules, and evaluates performance of subordinates and/or volunteers assigned to the interlibrary loan operation;

Oversees handling of interlibrary loan requests;

Locates and obtains materials via online databases;

Communicates with Interlibrary Loan customers.
REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of books, authors, and other resources available in the Library;

Knowledge of electronic resources available through the Internet and other databases;

Knowledge of electronic search strategies;

Knowledge of standard bibliographic tools; 

Knowledge of library policies and procedures, and the ability to communicate them to the public;

Knowledge of the U.S. publishing industry;

Knowledge of MARC formats used by the Library;

Knowledge of the Library’s automated system;

Knowledge of grammar, spelling, and punctuation;

Ability to identify customers’ actual questions and provide answers or appropriate referrals;

Ability to utilize print and electronic resources efficiently to locate information and/or materials requested by customers;

Ability to operate a personal computer and peripherals;

Ability to work with the public, exercising tact, good judgment, and initiative;

Ability to establish and maintain good working relationships with others;

Ability to communicate effectively, both orally and in writing;

Ability to work independently within established policies, procedures, and guidelines.

EMPLOYMENT STANDARDS:
Any combination of education, experience, and training equivalent to the following:

Graduation from an accredited four-year college or university with a bachelor’s degree in social or behavioral sciences, liberal arts or sciences, education, or a related discipline; PLUS

Two years of experience working in a library, bookstore, or educational setting.

CERTIFICATES AND LICENSES REQUIRED:
None.
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