
CLASS SPECIFICATION


County of Fairfax, Virginia
CLASS CODE: 3432
TITLE: LIBRARY ASSISTANT II
GRADE: S-16
DEFINITION:
Under the general supervision of a professional librarian, performs paraprofessional library duties in one of the following areas:

In a regional library, serves as the assistant circulation manager or page supervisor;

In a community library, serves as the circulation manager;

In the Access Services Department, serves as the outreach manager or electronic specialist;

In the Collection Management Department, serves as office supervisor;

In the Cataloging Department, catalogs adult and juvenile fiction or manages the Interlibrary Loan Department;

Performs related work as required.

DISTINGUISHING CHARACTERISTICS OF THE CLASS:
In the Library Operations Division, positions in this class utilize a thorough knowledge of library operating procedures to manage a mid-sized circulation department or a large Library Page department, or serve as assistant manager of a large circulation department.

In the Access Services Department, positions in this class manage the outreach services to elderly, disabled, and/or institutionalized patrons in off-site locations, or manage the department’s electronic services.

In the Public Services Support Division, positions in this class relieve the professional staff of routine technical duties (such as gathering bibliographic information on materials that might be purchased and cataloging fiction), or manage interlibrary loans.

ILLUSTRATIVE DUTIES:
Assistant Circulation Manager in a Regional Library

Oversees a regional library’s circulation department staff/operations while on duty;

Handles circulation problems and patron complaints, exercising independent judgement within broad guidelines;

Participates in selecting, training, and evaluating the performance of subordinate staff.

Circulation Manager in a Community Library
Manages the Circulation Department in a community library;

Handles circulation problems and patron complaints, using independent judgement within broad guidelines;

Selects, trains, schedules, and evaluates the performance of subordinates;

Develops/implements procedures and techniques for utilizing staff and equipment efficiently.

Page Supervisor in a Regional Library
Manages the shelving of large numbers of items that have been checked out and returned to the Library;

Interviews, selects, trains, and evaluates the performance of Library Pages, including volunteer pages;

Develops/implements procedures and techniques for utilizing staff and equipment efficiently;

Sets up quality control programs to ensure materials are in order.

Access Services Outreach Manager
Provides the full range of library services to elderly, disabled, institutionalized, and/or homebound clients;

Offers positive examples of ways to behave and serves as a model for interaction with people with disabilities;

Assists library patrons from the building in locating information, making full use of print and electronic resources available in the Access Services Department;

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

Coordinates and schedules the off-site delivery of materials;

Serves as circulation manager for the Access Services Department;

Manages the Access Services Department’s LAN and troubleshoots hardware and software problems;

Serves as the Department’s liaison with the software developer for the Talking Books circulation system.

Collection Management Department
Supervises the clerical support staff, assigning work, monitoring workflow, setting priorities, evaluating performance, and providing training;

Develops and refines work procedures;

Acts as a liaison between the Department and other Library departments/branches;

Researches bibliographic data on materials being considered for purchase;

Ensures that bibliographic information collected by subordinates is interpreted correctly;

Under the supervision of the Library Program Coordinator for the Collection Management Department, manages the Library’s materials budget;

Supervises the creation of databases to track the purchase of materials and allocated funds;

Monitors and oversees the creation of purchase orders, the payment of invoices, and the monthly reconciliation of payments in the County’s financial management system.

Cataloging Assistant
Searches Library and Library of Congress files to establish/verify consistent authority records;

Catalogs fiction and new editions, following Library guidelines and the Anglo‑American Cataloging Rules;

Performs preliminary cataloging of non-print library materials, following Library guidelines and the Anglo‑American Cataloging Rules;

Assists catalogers with retrieving MARC records for new titles;

Reads reviews of fiction for classification and subject access purposes.

Interlibrary Loan Manager
Interviews, selects, trains, schedules, and evaluates the performance of subordinates and/or volunteers supporting interlibrary loan activities;

Oversees the handling of interlibrary loan requests;

Processes requests;

Locates and obtains materials via online databases;

Handles communication with Interlibrary Loan patrons.

In each functional area
Interprets Library policies/procedures for staff and the public;

Participates in developing branch/office goals and objectives;

Prepares statistical reports and special reports as required.

REQUIRED KNOWLEDGE, SKILLS AND ABILITIES:
Knowledge of library methods and procedures, particularly those concerning the library program or technical activity to which assigned;

Knowledge of books, authors, and other resources available in the Library;

Knowledge of how to operate the Library’s automated circulation system;

Knowledge of MARC bibliographic formats used by the Library;

Knowledge of standard bibliographic tools;

Knowledge of review sources;

Knowledge of online databases;

Knowledge of interlibrary loan protocol;

Knowledge of grammar, spelling, and punctuation;

Knowledge of basic accounting principles;

Knowledge of Fairfax County Financial Management System (FAMIS) applications;

Ability to effectively supervise others;

Ability to compile bibliographic information in an approved format;

Ability to communicate effectively, both orally and in writing;

Ability to establish/maintain good working relationships with others;

Ability to exercise tact, good judgement, and initiative;

Ability to deal with patrons under stress;

Ability to evaluate procedures and recommend improvements;

Ability to analyze problems and recommend solutions;

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

Ability to operate computer, microform, facsimile, vendcard and copier equipment.

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

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

Three years of library experience, including one year of experience performing duties comparable to Library Assistant I.

CERTIFICATES AND LICENSES REQUIRED:
Depending on area of assignment, possession of a valid Motor Vehicle Driver's License, or the ability to obtain one within three months of appointment, may be required.
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