City of Chattanooga, TN

Classification Title:  Library Assistant 1


	Department: 
	Library
	Pay Grade:
	6

	Supervision Received From: 
	Head Librarian, Library Assistant 3


	FLSA Status:
	Non-Exempt

	Supervisory Responsibility For: 
	None
	Established:

Revision:
	06/29/07


CLASSIFICATION SUMMARY:

Incumbents in this classification are responsible for performing a wide variety of clerical duties.  In the public service area, this will include all duties relating to circulating library material; explaining library policies; collecting money; entering and editing patron information into the library information system; emptying book drop, processing returned items; ordering supplies; tracking statistics; and maintaining a database of patrons with delinquent accounts.  In the technical services area, duties will include entering and verifying information in databases, ordering material, tracking material, receiving and preparing material for cataloging; preparing and delivering mail; processing cataloged material and repairing damaged material.

SERIES LEVEL:

This is the first level of the Library Assistant series.  The Library Assistant 1 is distinguished from the Library Assistant 2, which is responsible for applying specialized knowledge and techniques to assist patrons or catalog material.

ESSENTIAL FUNCTIONS:

(The following duties ARE NOT intended to serve as a comprehensive list of all duties performed by all employees in this classification, only a representative summary of the primary duties and responsibilities. Incumbent(s) may not be required to perform all duties listed and may be required to perform additional, position-specific duties.
PUBLIC SERVICES


Processes incoming and outgoing library materials for patrons; renews materials over the telephone.


Places a variety of books, magazines, documents microfilm, microfiche, and/or related items on

appropriate shelves and in applicable locations within the library.


Collects donated material and distributes to the appropriate area of the library.


Prepares and renews library cards for patrons.


Provides customer service to patrons, including: responding to questions; explaining library policies 

and procedures; assisting customers with computer utilization; placing holds on materials; requesting

and processing materials from other library branches; giving directions; referring patrons to 

appropriate areas within the library; announcing library closing; and performing other related

activities.


Performs library inventory searches to locate materials.


Retrieves items from book chute and performs related processing.


Collects money from fines and lost or damaged items.


Assists in processing and ordering magazines, supplies, and/or other related items.


Performs other duties as assigned.

TECHNICAL SERVICES


Uses appropriate computer software to order library items, including books, periodicals, tapes, DVDs


and CDs; searches OCLC database for appropriate MARC records and downloads records; verifies

and adds information as needed from the OCLC database.


Sorts and delivers packages; checks received material against invoice to verify accuracy; arranges 


items to facilitate invoice/receipt processing; refers damaged, defective or problem shipments to the


appropriate person; uses the Acquisitions module to receive orders, referring problems to the

supervisor.


Separates items on hold for priority handling; distributes materials to appropriate areas for cataloging.


Sorts donated materials, preparing selected items to be given to cataloging.


Processes all new materials, including addition of appropriate covers, spine labels, stickers, book 


plates, identification stamps and security strips.


Picks up outgoing mail from all library departments; applies postage using the automated postage

machine.


Repairs damages library material; removes items from the collection that cannot be repaired.

MINIMUM QUALIFICATIONS:

High school diploma or GED.  For public service positions, customer service experience is preferred.  For technical service positions, experience in ordering and shipping/receiving is preferred.

LICENSING AND CERTIFICATIONS:

None.

KNOWLEDGE AND SKILLS:  

Knowledge of customer service principles; cash handling practices, mathematical concepts; library operations, basic computer operations; shipping and receiving practices; MARC coding and records

Skills in providing customer service; handling cash; processing incoming and outgoing library materials; performing basic mathematical calculations; keyboarding skill; using a computer and related software applications; filing; and communication and interpersonal skills as applied to interaction with coworkers, supervisor, the general public, etc., sufficient to exchange or convey information and to receive work direction.

PHYSICAL DEMANDS

Positions in this class typically require:   climbing, balancing, stooping, kneeling, crouching, crawling, reaching, standing, walking, pushing, pulling, lifting, fingering, grasping, feeling, talking, hearing, seeing and repetitive motions.

WORK ENVIRONMENT:

Light Work: Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of force frequently, and/or negligible amount of force constantly to move objects.  If the use of arm and/or leg controls requires exertion of forces greater than that for Sedentary Work and the worker sits most of the time, the job is rated for Light Work.

SPECIAL REQUIREMENTS:

Safety Sensitive:  N  

Department of Transportation - CDL: N

Child Sensitive: Y

The City of Chattanooga, Tennessee, is an Equal Opportunity Employer. In compliance with the Americans with Disabilities Act, the City will provide reasonable accommodations to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.
Library Assistant I


