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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00560

	Pay Grade:
	7

	Title:
	Senior Reference Assistant (Reference and Interlibrary Loans)

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	Responsible for providing a variety of services to users and support for Library Services staff including research help, interlibrary loans, and the safe keeping of library resources. Provides information to patrons pertaining to reference services within the library and demonstrates the use of library search tools.

	Purpose and Key Functions:
	· Provide in-depth research help by interpreting patron requests for research materials, and finding solutions to their research needs by constructing complex search queries of various online systems and networks.

· Provide interlibrary loan services for designated groups that requires requesting, receiving, and distributing resources between libraries across various organizations.

· Interpret bibliographic references to determine if the library owns the specific materials, where the items are located in the library system or on the internet, and whether or not they are available for loan. 

· Advise patrons on how to search, locate, and retrieve information from various library databases.

· Deliver library skills instruction sessions regarding activating off-campus library access, catalogue searching, citation management software, and database searching. 

· Ensure that reference questions are answered in a timely manner, and provide advice on the appropriate follow up.

· Apply an understanding of the broader context and philosophy of both the library and the University to serve patron needs.

· Evaluate the monograph collection and make recommendations on whether titles should be kept, replaced with a more current volume, or weeded from the collection.

· Write a variety of documents including, but not limited to, correspondence and procedure manuals.

· Write formal notes and records including, but not limited to, security incident reports and memos from templates.

· Use a variety of automated library systems to place requests for library patrons and respond to requests from other libraries regarding the borrowing and lending of library materials.

· Maintain knowledge of interlibrary loan systems and test system upgrades.

· Coordinate staff workflow in interlibrary loans by preparing procedure documents, training staff on procedures, delegating tasks to others, and monitoring the progress and quality of the work being completed.

· Create and monitor shift schedules for designated areas.

· Gather and interpret library statistics for designated areas.

· Act as the first point of contact for users of all types. Answer or redirect general inquiries in person, by telephone and via email and respond independently to inquiries that are specific in nature and require a thorough knowledge of established departmental policies and procedures.

· Assist others with research requests and special projects.

· Review, interpret, and communicate applicable library policies, procedures and guidelines to staff and patrons.

· Exchange library system and procedure information with colleagues and users.

· Explain departmental policies and procedures to patrons and enforce them when necessary.

· Refer requests to the appropriate internal and external sources and offer alternatives as required.

· Follow standard procedures to assist patrons in difficult situations by referring them to Security Services.

· Maintain the confidentiality of patron information.

· Determine eligibility for online library access based on established policies.

· Maintain accurate records for all incoming and outgoing interlibrary loan materials. 

· Update and maintain knowledge of the operational and administrative processes related to the functions of departmental and library wide policies and procedures.

· Make decisions and recommendations in situations where no established policy or procedure exists but there has been a past-practice or precedent set which can be referred to.

· Sort, file, shelve, and retrieve materials in a variety of formats.

· Maintain stacks and search for missing items.

· Set up and maintain filing systems, both electronic and hard copy.

· Attend and participate in meetings.

· Use point of sale machine to process financial transactions.

	Requirements:
	Bachelor's degree in a relevant field of study.

2 year Community College diploma in Library and Information Technology.

Requires 4 years of relevant experience.

	Assets:
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	Additional Information:
	     


