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Job Description Posting

(For Positions in CAW Local 555, Unit 1)



	JD #
	JD00527

	Pay Grade:
	5

	Title:
	Library Assistant (Technical Services and Circulation)

	Unit/Project Description:

For Department use only.
	     

	Job Summary:
	The Library Assistant (Technical Services and Circulations) is responsible for the acquisition, cataloguing, and access of collection resources in various formats. The position will maintain access to electronic resources and the integrity of the online catalogue through the creation, revision, and deletion of all bibliographic and related records for all formats.  Responsible for providing a variety of services to users including circulation and reserve, collection maintenance, and the safe keeping of library resources.

	Purpose and Key Functions:
	· Set up and maintain filing systems, both electronic and hard copy.

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

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

· Gather information from various sources and conduct pre-order searches.

· Receive and process resource requests for patrons and send notice when materials are available for pick-up.

· Generate information resource use reports by extracting data from the catalogue and other databases as required.

· Monitor accounts for appropriate fund availability.

· Investigate supplier availability and obtain pricing information for library materials.
· Select appropriate existing vendor and generate purchase orders.

· Claim purchases and renewals that have not been received or for which electronic access has been lost.

· Create spreadsheets and input information required to perform calculations..

· Gather and compile information related to acquisition statistics.

· Catalogue the library’s collection using established classification schemes, subject headings, and formats for bibliographic and authority data.

· Conduct database and online searches for vendor, publisher, and holding information.

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

· Create, edit, and delete bibliographic and related records.

· Test library system software upgrades  by verifying the parameters for indexing, sorting, and displaying information, and refers any issues to others for resolution

· Provide advice and training on how to find bibliographic information to library staff and patrons.

· Use a point of sale machine to process financial transactions.

· Responsible for ensuring coverage for absences by referring to an on-call schedule and contacting the next available employee.

· and update new uniform resource locators for broken links.

· Identify and troubleshoot connectivity problems, browser problems, and linking problems for online resources.

· Review package title lists, identify migrating titles, and locate a new source for the item.

· Receive and resolve patron complaints and vendor issues and report publisher's website errors to the publisher.

· Process routine check-in and check-out of library materials and equipment.

· Act as the first point of contact for users of all types. 

· Conduct searches in bibliographic databases for a variety of reasons.

· Determine eligibility for borrower cards based on established requirements.

· Responsible for unlocking and opening the library, and for patrolling the library prior to closing with the assistance of Security Services, when available, to ensure all patrons have exited prior to locking the facility. 

	Requirements:
	2 year Community College diploma in Library and Information Technology or related field.

Requires 2 years of relevant experience.

	Assets:
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	Additional Information:
	     


