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JOB DESCRIPTION
SOC Code: 25-4021 Librarians

	JOB TITLE: Troy Branch Librarian

	

	DEPARTMENT: Troy Branch Library
SUPERVISOR’S TITLE:  Director

	

	POSITION SUMMARY
Responsible for the complete operation of a branch library.



						
ESSENTIAL FUNCTIONS

1. Nature of work:  Librarian
2. Personal Contacts:  Staff and Public
3. Supervision Received:  Will mostly work independently without direct supervision

DUTIES AND RESPONSIBILITIES

· Perform all tasks and duties associated with the daily operation of the library
· Perform all circulation functions, including preparing crates for delivery to Partner libraries
· Perform basic reference services
· Complete all phases of interlibrary loan procedures
· Prepares statistical reports
· Prepares and provides programming for patrons
· Assists patrons in making effective use of library equipment
· Assist patrons with computers, tablets and e-readers
· Provide orientations for schools and other groups
· Collect fines and track daily cash receipts
· Make bank deposits
· Implement overdue material policies and procedures on a weekly basis
· Supervise and assign tasks to employees and volunteers
· Liaison with Friends of the Library
· Assist in maintaining and weeding collection
· Performs other related duties as required and/or assigned

SCOPE OF RESPONSIBILITY

Evaluation of this position will be based primarily upon the preceding job description requirements and duties.  Examples of job performance criteria include, but are not limited to, the following:
· Performs assigned duties 

JOB SPECIFICATIONS

Education:	Minimum – Associates degree plus one to two years customer service experience
Preferred – Bachelors degree plus three to five years public library experience

Experience:	Continuing education in the areas of reference. Active participation in professional library associations.  Current knowledge of library trends and innovations.
.
Knowledge, Skills, Abilities and Competencies:  
· Knowledge of the theories, objectives, principles, and techniques of librarianship
· Ability to work independently
· Ability to multitask
· Presents welcoming behaviors and practices effective interviewing skills to best determine the patrons needs
· Knowledge of reference sources
· Working knowledge of computers, e-readers and associated software
· Ability to supervise other employees and volunteers
· Strive to meet objectives of the library
· Ability to follow policies and procedures of the library
· Ability to adapt work routine to cover other library duties as needed
· Ability to operate integrated library system
· Must be detailed orientated
· Must have reliable transportation


WORKING ENVIRONMENT

1. Physical Demands:  Ability to repeatedly move and lift up to 50 pounds

2. Visual, Hearing and Dexterity Demands:  
· Ability to communicate effectively in person and on the telephone.
· Ability to read from both computer screen and paper
· Ability to sit and stand for long periods

3. Working Conditions:  Mostly indoor, some outdoor work required, fast paced multitasking environment



The above is intended to describe the key elements and requirements for the performance of this position.  Employees may be required to perform other related duties and activities not specifically stated in this document.
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