LIBRARY ASSISTANT
DISTINGUISHING FEATURES OF THE CLASS:  The work involves performance of paraprofessional librarian or specialized non-librarian duties.  Requires aptitude to operate independently within prescribed responsibilities.  The work is performed under the general supervision of a librarian or library manager.  Incumbent may perform the full range of duties or concentrate on one area, depending on the needs of the library.  Incumbents possess a good background of general education, but do not require a degree in library science; however, in many cases the individual may be currently enrolled in a graduate library science program.  The incumbent may supervise the work of clerks, pages and/or volunteers.  Does related work as required.

TYPICAL WORK ACTIVITIES:

· Assists Librarians in providing reference service, providing directional assistance to commonly used materials and information technology sources;

· Acts as initial point of contact for reference questions; may refer more complex questions to a librarian;

· Assists librarians in cataloging, collection development, interlibrary loan, and indexing, applying library principles as directed by a Librarian;

· Prepares library exhibits and displays;

· Conducts tours; organizes special events, library programs, and multi-media programs;
· May prepare research and complete forms relative to grant proposals;

· May perform system operation, maintenance, and back for PC or online computer systems;

· May perform basic financial recordkeeping;
· May assign work to, and oversee the work of, Library Clerks, Library Pages and/or volunteers;
· Uses computer applications or other automated systems such as spreadsheets, word processing software, calendars or e-mail;
· May perform library services to the public including but not limited to: notary public, exam proctoring, passport acceptance, issuing of licenses or other public documents (hunting & fishing licenses, bus passes, etc.).
FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS: 

· Good knowledge of office terminology, procedures and equipment applicable to library clerical work; 
· Good knowledge of word processing software; 
· Good knowledge of business arithmetic and English; 
· Good knowledge of library services and practices; 
· Good knowledge of writing and public relations skills; 
· Ability to program library activities; 
· Ability to understand and carry out complex oral and written instructions; 
· Ability to do library research at the user level; 
· Ability to read and comprehend written material; 
· Physical condition commensurate with the duties of the position.
MINIMUM QUALIFICATIONS: EITHER:
A. Graduation from a regionally accredited or New York State registered college or university with at least a Bachelor’s degree; OR,
B. Graduation from a regionally accredited or New York State registered college or university with at least an Associate’s degree and two (2) years of experience in education, public relations, research, communications or working in a library setting; OR,
C. Possession of a high school diploma or GED and four (4) years of experience in education, public relations, research, communications or working in a library setting.
Juris. Class: Competitive
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