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Washington State Law Library
ASSISTANT LAW LIBRARIAN


Scope of Responsibility

· Reports to the Law Librarian on varied and complex tasks involving priority setting, organization, and implementation of library goals and objectives.
· Responsible for the day-to-day operation and staff supervision of one of the assigned units within the Law Library.
· Appropriate judgment is required regarding the confidentiality of sensitive matter encountered within the course of business operations.
Essential Activities 
· Responsible for supervision of library staff to include assignment of work, evaluation of performance, and establishment of weekly work schedules to ensure coverage for effective library operation.
· Responds to court and patron requests via phone, in person, and electronically.
· Performs customized reference services for the courts, providing print and electronic resources as needed.
· Responds to requests from correctional institutions for legal materials and information.
· Creates and disseminates the Law Library’s quarterly electronic newsletter.
· Conducts routine maintenance on integrated library computer system (Innovative Interfaces Inc.—III).
· Drafts procedures and guidelines for efficient workflow within the Law Library.
· Posts surplused library materials to listservs and Department of Corrections libraries according to General Administration procedures.
· Supervises processing of Federal Depository government documents.
· Compiles and organizes periodicals, Washington Supreme Court and Washington Appellate Court briefs for binding and microfiche.
· Monitors cataloging of materials, preparing original records unavailable through OCLC.
· Supervises shelving and filing of new materials, setting priorities and resolving problems in the Temple of Justice, offsite storage, and the Court of Appeals.
· Maintains check in records, physically processing materials, and coordinating the processing of invoices for payment.
· Resolves vendor, material, and invoice problems, processes cancellations, and returns unneeded materials.
· Prepares periodic statistical reports on materials received in their various formats.
· Works with Court’s IS staff on redesign and improvements of Law Library website.
· Responsible for confidentiality of materials, files and information.

· Receives and confers with visitors and the public.

Key Competencies
· Demonstrates ability to supervise, problem solve, and mediate complex issues.

· Proficient ability to utilize integrated library computer system.

· Proficient ability to plan work efficiently and effectively.
· Demonstrated ability to compose correspondence, write reports, interpret information, work independently with minimal supervision.
· Demonstrated ability to learn and use new computer applications as needed or required.

· Demonstrated ability to multi task in a functionally complex environment.

· Proficient ability to sort tasks and assess task priorities.

· Demonstrates the ability to identify, analyze, and resolve problems in a consultative process bringing problems and recommendations for solutions.

· Accurately assesses the resources necessary to carry out planned actions.

· Perceives the impact and implication of decisions made regarding resources. 
· Anticipates potential problems as well as opportunities and adjusts plans based on input.

· Approaches and performs work with attention to detail.

· Consults with and keeps the appropriate library staff informed on specific work assignments. 

· Accepts personal responsibility for the quality and timeliness of work.

· Makes best use of available time and resources.

· Acknowledges and corrects mistakes.
· Willingness and ability to embrace change.


Qualifications and Credentials

A Masters in Library Science degree from an American Library Association accredited program AND five (5) years of progressively responsible experience working as a professional librarian, to include one (1) year of experience supervising a work unit, project or program. 
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