LIBRARIAN

GENERAL DESCRIPTION

The Librarian may provide reference and readers’ advisory service to the public, help to instruct staff and others in reference tools and reference techniques, recommend materials for purchase, and may oversee specific procedures for cataloging, and maintain consistency in application of cataloging principles.  This position is supervised by a Supervising Librarian.

ESSENTIAL FUNCTIONS OF THE POSITION


The librarian is responsible for providing reference and readers’ advisory service to library patrons; teaching staff and others how to use reference tools and reference techniques; oversees specific procedures for cataloging, and maintain consistency in application of cataloging principles and selecting non-fiction materials for the collection.


Duties may include:



Providing reference service to patrons

Teaching staff and others about reference techniques and how to use 

    Reference resources



Reviewing and selecting reference and other materials



Assists with maintenance of the library catalog



Designs and maintains web sites, including Intranet

Original cataloging and authority work. 

Maintaining the catalog at the highest level.

Assisting others in using the catalog and the collection.



Other duties as assigned
WORKING CONDITIONS


See attached form.

KNOWLEDGE, SKILLS AND ABILITIES


Excellent interpersonal communication and organizations skills


Ability to work directly with the public in a friendly, helpful manner


Ability to instruct individuals and groups in reference techniques and services


Ability to establish and maintain effective working relationships


Knowledge of library operations, computers, and on-line searching

EDUCATION, EXPERIENCE, TRAINING

M.L.S. from an ALA accredited library school is required; at least 2 courses in                                         reference (which may include on-line searching) are required.

Eligible for certification by the Virginia Board for the Certification of Librarians   

    required

Experience using reference tools/techniques with the public preferred

Experience teaching/conducting workshops preferred

Library experience preferred

SPECIAL CONDITIONS OF EMPLOYMENT


Must work evening and weekend hours on a regular basis and substitute as needed

Valid VA driver’s license OR reliable transportation to and from work


Subject to six-month probationary period


May require additional training outside normal work day

FLSA- Exempt
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