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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00248

	Pay Grade:
	8

	Title:
	Senior Library Assistant

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Senior Library Assistant is responsible for providing a variety of services to users and support for Library Services staff including research help, circulation and reserve, interlibrary loans, collection maintenance, and the safe keeping of library resources. 



	Purpose and Key Functions:
	· Compile and organize training materials and train new casual employees each term on circulation, reserve, interlibrary loan, and health and safety practices and procedures.

· Create and update employee manuals as required.

· Create and monitor shift schedules for casual employees.

· Track, monitor and process casual employee hours, payroll, timesheets, payments, and budget for each term.

· Lead the Interlibrary Loan Lending and Borrowing team by reviewing all requests to borrow and lend materials and coordinate the workflow.

· Work with patrons to determine required materials, timelines and interpret user request for materials not owned by the University. 

· Search and locate materials.

· Provide training to staff.

· Maintain cheque log and prepare cheque deposits.

· Act as the first point of contact for users of all types. 
· Provide circulation, reserve, and interlibrary loan services.

· Extract, interpret, and integrate information from a wide variety of traditional and non-traditional resources.

· Update and maintain all files and databases. 

· Scrutinize reserve reading lists, call numbers and publication information for errors and omissions.

· Liaise with faculty and adjust library materials according to course demands.

· Locate and obtain requested materials and inform patrons of alternative sources of information, as required.

· Calculate statistics for research help, interlibrary loan, circulation, and reserve transactions. Calculate fines and variations in currency exchange rates.

· Determine eligibility for borrower cards for non-University users.

· Collect payments for borrower cards, fines, and replacement charges.

· Review circumstances and determine if fines will be charged, reduced, or waived.

· Calculate charges, and process journal entries related to reserve fines, recall fines, and replacement book costs.

· Open and close the building and liaise with Security Services as required.

	Supervision:
	Ongoing responsibility for hiring and supervising 10 or more casual employees at any one time.

Provide orientation and show procedures to others.

	Requirements:
	Bachelor's degree in a relevant field.

2 year Community College diploma in Library and Information Technology.

Requires 5 years of relevant experience, including two years for the completion of a diploma in Library and Information Technology and one year of supervisory experience.

	Assets:
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	Additional Information:
	     


