CITY OF GLENDALE
TITLE: Library Assistant I CLASS CODE: 401

REPORTS TO: Library Operations Supervisor GRADE: 16
Or Library Assistant 111

DEPARTMENT: Library FLSA: N

JOB SPECIFICATION DATE: July 1, 2005 bwg

JOB SUMMARY:

Assists library patrons, updates and maintains automated patron and holding databases, and
provides assigned lead supervision over library circulation volunteer or technical service
activities. This is the first of three Library Assistant levels with a main purpose of providing
direct customer service to patrons, or support in technical services areas.

ESSENTIAL FUNCTIONS:

1. Provides lead supervision and monitors the work of circulation desk staff.

2. Updates and maintains user computer files; verifies residency and issues library cards.

3. Checks circulation materials in and out; evaluates condition of returned materials.

4. Assesses and collects fines and negotiates discrepancies.

5. Explains and enforces library policies and procedures.

6. Trains, coordinates, monitors and assists library volunteers.

7. Opens and closes library; opens and closes out cash register.

8. Provides statistical information on library materials and general information to the public.
9. Receives and processes library materials.

10. Provides general departmental information to the public.

SECONDARY FUNCTIONS:

11. Provides operator assistance for voice mail messages.
12. Assists with periodical and newspaper processing.
13. Performs other related duties as assigned.
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KNOWLEDGE, SKILLS, ABILITIES:

Knowledge of:

Library policies, procedures and practices.
The Dewey decimal classification system.
Library classification, books and authors.
Basic supervision techniques.

Skills in:

Customer service.
The use of personal computers and automated library systems.

Ability to:

Communicate effectively verbally and in writing.

Operate an automated library circulation system.

Operate a multi-line phone system and automated cash register.

Interpret and enforce library policies, procedures and regulations.

Perform basic mathematical calculations.

Provide good customer service.

Establish and maintain effective working relationships with City staff and the general public.
Provide effective lead supervision, train and develop staff.

WORKING CONDITIONS:

The employee is expected to repetitively process, lift and move library books and push heavy
library carts. Exposure to potentially hostile persons or situations.

MINIMUM QUALIFICATIONS:

High school education and college level course work in library technology or a related field, or
two years experience working in a library setting.

Any equivalent combination of training and experience, which provides the necessary knowledge,
skills and abilities, is qualifying.

SPECIAL REQUIREMENTS:

May be required to work evenings, weekends and holidays.
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