
CLASS SPECIFICATION


County of Fairfax, Virginia
CLASS CODE: 3430
TITLE: LIBRARY ASSOCIATE
GRADE: S-19
DEFINITION:
Under the general supervision of a professional librarian, performs paraprofessional library duties serving as the circulation manager in a regional library, OR serving as the Office Manager in Access Services, OR supervising the maintenance of cataloging databases such as the bibliographic utility system; and performs related work as required.

DISTINGUISHING CHARACTERISTICS OF THE CLASS:
In the Library Operations Division, positions in this class manage a large department and supervise a large paraprofessional staff or, in the Access Services Department, manage a major program activity.

In the Public Services Support Division, positions in this class perform duties requiring substantive specialized knowledge and technical paraprofessional library skills.

ILLUSTRATIVE DUTIES:
Circulation Manager in a Regional Library
Manages the Circulation Department of a regional library;

Implements circulation policies and procedures;

Handles customer complaints about the Circulation Department;

Evaluates circulation problems and, using independent judgement within broad guidelines, either resolves them or recommends solutions;

Using a computer terminal, checks library materials out and registers library customers;

Collects fines and other monies, deposits monies, and reconciles discrepancies;

May provide auxiliary staff to other branches;

Participates in the development of branch goals and objectives.

Office Manager in Access Services
Manages the daily operation of Access Services;

Serves as Circulation Manager for Access Services;

Serves as person-in-charge of the branch when the branch manager is away;

Addresses policy or procedural problems affecting Access Services, exercising independent judgement within broad guidelines;

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

Refers customers to other information resources for more extensive searches outside the mission of Access Services;

Ensures and provides active readers advisory assistance to Access Services customers of all ages; Instructs customers in the use of print book catalogs, as well as print and electronic resources and 
electronic equipment adapted for people with disabilities;

Arranges and presents orientation tours for individuals and groups of customers or potential users;
Troubleshoots hardware and software problems.

Supervisor, Database Maintenance
Supervises the entry of bibliographic information into Bibliofile (a utility system maintaining the bibliographic data base);

Links Bibliofile with the circulation system database (Sirsi), and resolves interface problems;

Coordinates the MARC formatting of bibliographic and authority records with the catalogers;

Monitors the bibliographic file for accuracy;

Administers the Bibliofile local area network (LAN).

In each functional area:

Interviews, selects, trains and evaluates the performance of subordinates and/or volunteers;

Interprets library policies and procedures for staff and the public;

Schedules staff and volunteers;

Prepares monthly statistical reports and special reports as required;

Provides input into the development of the branch's budget.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
Thorough knowledge of library methods and procedures;

Thorough knowledge of how to operate and effectively utilize the Library System's automated circulation system;

Ability to supervise and coordinate the work of others;

Ability to effectively train others;

Ability to communicate effectively, both orally and in writing;

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

Ability to evaluate procedures and recommend improvements;

Ability to analyze problems and recommend solutions;

Ability to establish and maintain good working relationships with others;

Ability to exercise tact, good judgement and initiative;

Ability to deal with customers under stress.

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

High school graduation or a G.E.D. issued by a state department of education; PLUS

Four years of paraprofessional library experience, including one year of experience comparable to Library Assistant II.

CERTIFICATES AND LICENSES REQUIRED:
Not applicable.

REGRADED:
July 8, 2006

REVISED:
March 16, 2004

REVISED:
March 16, 1999

REVISED:
October 3, 1994

REVISED:

April 22, 1985

REVISED:
December 10, 1981

