CITY OF YELLOWKNIFE

Job Description

February 2009 
________________________________________________________________________________

POSITION TITLE:  Library Assistant               POSITION NO: #602-120U, 602-121U, 602-130U

DEPARTMENT:  Community Services
DIVISION:  Library

LOCATION:  City Library
SUPERVISOR'S TITLE:  Public Services Librarian 

________________________________________________________________________________

SUMMARY OF THIS POSITION
Under the supervision of the Public Services Librarian, the incumbent provides library services to the public, performs the clerical duties necessary to facilitate the day-to-day operations of the library as well as providing interlibrary loan services. 
OUTLINE OF DUTIES
· Provides library services to the public by:
- 
registering new patrons and acquainting them with the library's circulation policies;


- 
processing materials being taken out and returned, and following procedures to ensure the return of overdue materials (i.e. phoning patrons and processing overdue notices);


- 
maintaining the library's reserve file and search files using the library's computer system to provide patrons with up-to-date information about their borrowed materials and the status of other materials in the library system; 

- 
verifying shipments with invoices;

- 
computer searching and provision of level one and some level two reference services;


- 
maintaining current subject, author and title knowledge in order to respond to patron queries;


- 
maintaining the periodical inventory in a timely and accurate manner;


- 
registering patrons for library programs;


- 
helping patrons with public access computers;

- 
repairing damaged materials and making recommendations for deletion or binding;


- 
searching for lost and misplaced library materials;


- 
maintaining university calendar and telephone book collections;


- 
shelf-reading;


- 
physical preparation of materials for loan;


- 
assisting with children’s programming;


- 
training and orienting new library assistants in all aspects of circulation duties;

- 
assisting the Public Services Librarian and/or Manager in the creation of training aids such as circulation and inter-library loan manuals. 
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OUTLINE OF DUTIES CONTINUED …

-
dealing with unruly patron behavior when required;
· distribution and retrieval of keys, such as the Writer’s Room, Washrooms, Meeting Rooms. 
· responding to email queries from patrons regarding circulation and interlibrary loans;

· doing bank deposits and reporting of same.

· Provides for interlibrary loan services by:

- 
Providing information on Northwest Territories Public Library Services including the borrower-by-mail and interlibrary loan services;


- 
Provides interlibrary loan services including receiving, entering, searching and ordering requests as well as interfacing with the patrons.

· Performs the clerical duties necessary to facilitate the day-to-day operation of the library by:

- 
Recording of statistical indicators of the library’s workload, including circulation as well as interlibrary loan and information requests;

- 
Updating staff records and frequently used numbers;


- 
Answering the telephone, transferring calls, relaying messages as well as renewing library materials and registering people for library programs over the telephone;


- 
Sorting and distributing incoming mail;


- 
Maintaining the community bulletin board;


- 
Troubleshooting computers, printers and microfilm reader problems;


- 
Verifying working order of Audio Visual materials;


- 
Creating and maintaining attractive and informative book displays;


- 
Maintaining stock of forms, cards and supplies required for circulation, interlibrary loan and processing functions;

· 
-     Booking and invoicing library meeting rooms using the City’s automated booking system;

- 
Accepting and processing payments for fines, temporary cards, the cost of damaged and lost materials and photocopying.

· Performs other related duties as required.

SPECIFICATIONS
KNOWLEDGE, EDUCATION AND EXPERIENCE
Completion of grade 12 is the minimum requirement.  The position requires the individual to have a varied reading background, be in possession of strong office skills, including computer literacy, research 
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skills and customer service skills.  These skills will normally be acquired through previous experience in a Library environment.  The position requires the incumbent to function as a team player and possess a desire to work with people of all ages and backgrounds. 

EFFORT
MENTAL
The work is performed according to established methods and procedures.  The duties include providing information which requires familiarity with sources of information, and an overall understanding of library operations and of the community.  There are periods of intense mental effort deriving from the necessity to multi-task.  Diplomacy, a tactful manner and careful attention to detail must be maintained while juggling the needs of a large volume of customers, some of whom may be frustrated and demanding.  There are specific confidentiality issues that must be adhered to, particularly as it relates to not releasing any personal information about patrons. 
PHYSICAL
Minimal physical effort is required, however, there are sustained periods of crouching, kneeling and standing and the incumbent will be required to lift and move heavy books as well as to engage in repetitive physical activities related to the checking in and out of library materials.  Proper ergonomic and lifting techniques are to be followed.

RESPONSIBILITY
DECISION MAKING

While the work is performed according to established methods and procedures, the Library Assistant must be able to exercise independent judgment when interacting with library patrons and other City employees.  The individual must be able to work under minimal supervision and to possess good problem-solving abilities.    The incumbent frequently works without the onsite support of senior staff. 
CONTACTS
The incumbent has continual contact with the patrons of the library for the purposes of giving and receiving information.  In addition to serving the local community, the Library Assistants interface with numerous tourists and other City employees.  Given the service mandate of the Library, it is evident 
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there is tremendous potential for the incumbent to raise or lower the profile of the division.  The Assistant must, therefore, employ excellent customer service skills both in person and on the telephone. 

SUPERVISION

This position does not have formal supervisory responsibilities but the incumbent will be required to provide general direction to library pages and casual library assistants and on weekend and evening shifts frequently works without the support of on-site senior staff. 
COMPLEXITY OF WORK

While the duties performed are well-defined, the complexity and amount of detail related to each aspect of the job can be considerable.  The Library Assistants must possess strong organizational skills and be detail oriented, flexible and resourceful.

WORKING CONDITIONS
ENVIRONMENT
Typically the work is performed in a pleasant environment however the incumbent may have contact with members of the public who are angry, upset, rowdy or inebriated.  Liaison with security, police and ambulance personnel is frequent.
HAZARDS
There are no hazards associated with this position except as noted under environment.
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I have read and understand this job description.  The Human Resources Division has informed me that it is a general description of the duties and responsibilities and qualifications required for my position, which forms the basis for my classification level and against which my performance will be evaluated.

                                                                    
                              ______________________________ 
Employee's Signature                                                                     Date                          

                                                                    
                               ______________________________
Department Head's Authorization                                                   Date                           

                                                                    
                               ______________________________    Human Resources’ Authorization                                                  Date                          

                                                                    
                                ______________________________   City Administrator’s Authorization                                                 Date                          

DOCS #9546
