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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00522

	Pay Grade:
	6

	Title:
	Library Assistant (Educational Liaison and Reference)

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Liaison Assistant is responsible for providing a variety of services to users and education programs, including research help, library skills instruction, and curriculum support.

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

· Design new training materials for library skills instruction sessions.

· Coordinate with others to schedule library training sessions.

· Maintains information resources for designated educational programs.

· Gather and compile information required to update information on library resources and services.

· 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.

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

· Provide interlibrary loan services for designated groups which requires requesting, receiving, and distributing resources to and from other libraries.

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

· Act as the first point of contact for users of all types.
· Sort, file, shelve, and retrieve materials in a variety of formats.

· 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.

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

	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, including two years for the completion of a diploma in Library and Information Technology.

	Assets:
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	Additional Information:
	     


