Job Title:            Senior Assistant Librarian


Job Summary:

Perform clerical duties and routine library assignments related to the ordering, receiving, cataloging, circulating and maintenance of library materials such as books, reports, periodicals, serials, abstracts, indexes, manuscripts, slides and microfilm.  Supervision of other staff library staff members
Essential Job Functions:

Prepare post, search, verify, file and maintain a variety of manual and electronic records required for ordering, receiving and circulation of library materials. 

Issue, display, duplicate, renew and receive materials at Circulation Desk as required; maintain records and files on circulating material. 

Assist patrons in the use of library materials and facilities; advise patrons of library policies and regulations. 

Perform routine library assignments involved in searching records for catalog copy, preparing bibliographies and book lists, and maintaining card catalogs and book shelves. Operate office machines to include typewriters, duplicating equipment, electronic data terminals and adding machines. 

Assume responsibility for operation of a public service department on a limited basis during evening and weekend shifts. 

Perform other related duties incidental to the work described herein. 

Minimum Qualifications 

Work requires training and education sufficient to provide knowledge of rules of general English and math and communications needed to support various library areas, e.g. circulation, ordering, etc. normally acquired through 4 years or library experience or evaluate.  
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