CLASS SPECIFICATION





CLASS TITLE:  LIBRARY TECHNICAL ASSISTANT II


CLASS CODE:  K059





CLASS SUMMARY





The Library Technical Assistant II works under general supervision and is responsible for identifying material availability, preparing material for distribution or withdrawal, assisting patrons, and maintaining library areas.  This position is governed by state and federal laws and agency/institution policy





EXAMPLES OF WORK





Researches library records and resources to ascertain availability of materials and provides information to library personnel or requesters.





Processes print and non-print materials by verifying, stamping or coding 


      material received, preparing labels, indexing information, producing and 


      checking catalog cards, assigning classification and accession numbers, or 


      typing forms.





Reviews invoices and purchase orders to ensure correct billing information, 


      codes invoice with fund categories for payment, and forwards to supervisor for    


      verification.





Processes withdrawals by locating and canceling written and computer records 


      and reissuing stamped or coded information.





Assist patrons by locating and checking materials or equipment in and out of 


      library, issuing library or research cards, and providing information and 


      assistance regarding resources, or answering inquires concerning proper 


      operation and maintenance of sound equipment.





Maintains library area by updating card catalog files and computer records, 


      shelving materials, and performing minor maintenance on audio-visual and 


      library related equipment.





Compiles statistics regarding processed or loaned library materials and activities and forwards to supervisor.





Operates and maintains equipment by setting up, cleaning, lubricating, and 


      repairing.  Duplicates and repairs audio tapes.





9.  Performs related responsibilities as required or assigned.


LIBRARY TECHNICAL ASSISTANT II (CONT.)





WORKING RELATIONSHIPS





The Library Technical Assistant II has regular contact with departmental personnel and the general public.





SPECIAL JOB DIMENSIONS





Occasional lifting and movement of heavy books and equipment is required.





KNOWLEDGE, ABILITIES, AND SKILLS





Knowledge of library practices and procedures.


Knowledge of basic mathematics.


Ability to understand and prepare written information and material.


Ability to research records to verify and update material.


Ability to maintain files and records.


Ability to disseminate information regarding library services and resources.


Ability to operate general office equipment.





MINIMUM QUALIFICATIONS





The formal education equivalent of a high school diploma; plus two years experience in library service.





Other job related education and/or experience may be substituted for all or part of these basic requirements upon approval of the Qualifications Review Committee.





