LIBRARY DEPARTMENT

REFERENCE LIBRARIAN
Statement of Duties
Performs professional librarian tasks for a Library Department.  Performs other duties as required.

Supervision

Works under the general supervision of the Library Director; is familiar with work routine and uses initiative in carrying out recurring assignments independently and without specific instructions.  Supervisor provides instructions, however, for new or unusual responsibilities.  In field of specialty, incumbent is required to work independently in the analysis and evaluation of programs and in the development of new and/or revised programs. Must observe and follow library policies and procedures, and is expected to comprehend effect of automation on administration of work unit and on the delivery of library services to the public.

Provides general supervision up to seven personnel, providing staff initial instructions and guidance.

Has access to patron confidential information.
Job Environment

Work at this level consists of varied work assignments, some of which involve non-standardized tasks, procedures and techniques, requiring evaluation and analysis to decide upon an appropriate response. Problem solving with patrons may require considerable effort on occasion.

Errors could result in delays or loss of service and monetary loss.

Frequent contacts with the public.  Other contacts are with state and regional library associations, other city employees, historical societies, vendors, other government agencies, universities, schools and teachers.  Contacts are either in person or by phone or email in order to provide assistance with reference questions.  Some contact in writing in providing assistance for research.  

Essential Functions
The essential functions or duties listed below are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.
Performs original cataloging for materials added to collection.  Supervise the cataloging and processing of materials, and maintain catalog to reflect library holdings. 
Responsible for establishing and overseeing procedures and standards fro cataloging of materials. 

Coordinates the processing of library books and other items.

Makes presentations to community groups explaining library programs and services; answer reference questions, conduct required research on difficult and complex questions.

Collects, organizes and prepares usage data and statistics for state and federal reports. 

Confers with librarians in area for resource sharing purposes.

Prepares bibliographies, set up exhibits, analyze reader needs in order to develop the collection.

As Reference Librarian, provides reference services, guides users in using computer resources, analyze patrons needs and evaluate materials to develop collection, provide readers advisory service through bibliography materials, educate patrons on library utilization, inventory reference collection and updated. 
May write grant proposals and administer grant funded projects; may write press releases and public notices, brochures, newsletters and other promotion materials.

Provides training and supervision to members of staff; establishes work schedules and delegates work assignments; evaluates performance of staff and makes reports to library director on results of evaluations.

Attends professional library conferences, seminars and network committees; reads professional literature; attends and participates in staff meeting discussions.

Provides information and assistance to library patrons; provides instructions on the effective use of reference materials and equipment.  Receives complaints or special requests from library users, and follows through in response to them; maintains quality public relations, advising patrons of library programs, procedures and policies. 
Responsible for design and implementation and maintenance of libraries website. 

Responsible for the historical collection and the historical room.  Oversees grants and related projects that are associated with the use of and access to the historical collection. 

Recommended Minimum Qualifications


Education and Experience
A Bachelor’s Degree in a field commensurate with library science, i.e. Education, English Literature or related field and a Master’s Degree in library science, both from an accredited college or university and served in a library for at least three to five years in the capacity of a professional librarian while performing duties in reference or cataloging, including two (2) years in a supervisory capacity preferred.

Broad background in literature, social sciences, the humanities and/or sciences.  Must have experience with computers, reference databases, on-line reference sources, the Internet.


Knowledge, Ability and Skill

Thorough knowledge of:

· Library science and library services, and library services in order to refer library patrons to appropriate reading materials and to process collections into and out of the library.
· Library policies and procedures in order to explain library programs and services to others.
· Basic reference sources in subject area, research technique reader interest levels, publisher and dealer practices, and methods of library supply resources.

· Thorough knowledge of a broad range of literature and related materials.  
· HTML authoring software and Web design
Ability to:
· Work with professionals of various technical and professional disciplines.

· Supervise others, evaluate performance, train and




administering discipline as needed;

· Handle a great many details, some simultaneously, with accuracy;

· Acquire skills in performing supervision over one(1) or more library work units;

· Communicate effectively with others, both orally and in writing;

· Research information for a wide variety of library users;

· Persuade, negotiate and resolve conflict
· Use independent judgment to assess and evaluate information requests. 
Physical and Mental Requirements
Work is performed in an office setting, subject to quiet to moderate noise.  Up to one-third of the time is spent standing, walking, sitting, stooping or reaching with hands and arms.  Up to two-thirds of the time is spent using hands to finger, handle or feel objects, tools or controls and to reach with hands and arms. The employee is frequently required to sit, talk and hear.  Frequently the incumbent will lift up to 10 pounds, occasional lifting is required up to 30 pounds, seldom does the incumbent lift up to 60 pounds.  Specific vision abilities include close vision and the ability to adjust focus.

This job description does not constitute an employment agreement between the employer and the employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.
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