SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Library Technical Assistant I (Continued)

San Bernardino Community College District

Library Technical Assistant I
Class specifications are intended to present a descriptive list of the range of duties performed by employees in the class. Specifications are not intended to reflect all duties performed within the job; however, any additional duties will be reasonably related to this class.

Summary Description

Under general supervision, performs a variety of technical and specialized library tasks related to the processing of library periodicals; assists in performing circulation duties including checking materials in and out; provides general assistance to library patrons; and maintains a variety of files and records.
The Library Technical Assistant I is the first level in the Library Technical series. The Library Technical Assistant I is distinguished from the Library Technical Assistant II by the latter’s responsibilities for the acquisition of books and/or overseeing an assigned service desk.

representative Duties

The following duties are typical for this classification.

1. Maintains the periodicals collection within the library including magazines and journals; receives and processes all incoming magazines, newspapers, and related material and enters into various databases; stamps materials and adds magnetic theft deterrent strips; shelves materials and maintains shelving.
2. Identifies, removes, and archives periodicals from collection as necessary; sends archived periodicals out to be hard-bound; discards items from the collection as necessary.

3. Contacts subscription companies as necessary in order to report periodicals that have not been received by the library.

4. Assists in performing a variety of circulation duties as assigned; checks out books, computer cards, software, and other library materials; checks in library materials and prepares/processes materials for return to the circulating collection; registers new patrons; inputs accounts and issues library cards; receives, processes, and records overdue fines; provides interlibrary loan services between campuses.
5. Assists in verifying bibliographic information for books, periodicals and other library materials using indexes, catalog guides, and computerized databases.

6. Answers questions and provides information to patrons; directs patrons to librarians and others when necessary.

7. Assists in preparing exhibits, displays, and other publicity materials.

8. Assists in preparing books and periodicals for bindery; mends books and periodicals.

9. Operates and maintains a variety of equipment including computer terminals, printers, copiers, registers, and related equipment; performs minor repairs as necessary.

10. Organizes and maintains various files and records.

11. May provide lead supervision to student employees; trains and provides work direction to student workers; assists other library personnel as directed.
12. Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
Operations, services, and activities of a library.
Principles, practices, procedures, and terminology of a college library.

Procedures for processing library materials.

Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.

Operating characteristics, care, and minor repair techniques for a variety of library equipment including computer terminal, typewriter, printer, copier, microfilm and microfiche readers, and audio cassette recorders.

Business mathematics. 

Principles and procedures of record keeping and filing.

Principles and techniques of customer service.

English usage, spelling, grammar, and punctuation.

Ability to:

Oversee and participate in the physical maintenance of assigned collection.
Processes all incoming magazines, newspapers, and related material and enters into various databases.
Provide assistance and respond appropriately to requests and inquiries from students, staff, faculty, or the public.

Effectively present information in person or on the telephone.

Perform a variety of library support duties and activities of a general clerical and routine technical nature in support of the assigned library program area or function.

Operate office equipment including computers and supporting word processing, spreadsheet, and database applications.

Adapt to changing technologies and learn functionality of new equipment and systems.

Type at rate of speed necessary for successful job performance.

Work cooperatively with others.

Train and provide work direction to others.

Maintain accurate and complete records and files.

Work independently with little direction.

Understand and follow oral and written directions.

Communicate clearly and concisely, both orally and in writing.

Establish and maintain effective working relationships with those contacted in the course of work.

Education and Experience Guidelines - Any combination of education and experience that would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the knowledge and abilities would be:

Education/Training:
Equivalent to the completion of the twelfth grade.
Experience:
Two years of increasingly responsible library support experience including receiving and processing library materials.
physical demands and WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions.

Environment: Work is performed primarily in a library and office setting with frequent interruptions and distractions; extended periods of time viewing computer monitor; possible exposure to dissatisfied individuals.
Physical: Primary functions require sufficient physical ability and mobility to work in a library and office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard; and to verbally communicate to exchange information.
Vision: See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; and to operate assigned equipment.

Hearing: Hear in the normal audio range with or without correction.
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