STATE LAW LIBRARY

Job Description

SENIOR LIBRARY TECHNICIAN 
DEFINITION

Performs specialized duties in support of the day-to-day functional operations of the Washington State Law Library.  Performs higher level, specialized, library technician work which may include responsibility for a major functional area such as acquisitions, cataloging, circulation, or reference work.   
DISTINGUISHING CHARACTERISTICS

Under the supervision of an Assistant Law Librarian, the incumbent is responsible for performing work at the highest paraprofessional level within the Law Library and may act in a lead capacity over lower level Library Technicians/Clerks.  The incumbent is expected to exercise independent judgment in the application of the stated procedures and may assume functional responsibilities in the absence of an Assistant Law Librarian.

TYPICAL WORK

Responsible for establishing and maintaining acquisition procedures; maintenance of serial and book order records; review of acquisition records and material order claims; circulation and inter-library loan operations; cataloging; supervision and training of lower level Library Technicians; and resolution of vendor problems referring more complex problems to a librarian.

Responsible for responding to inquiries related to circulation, serials, inter-library loans, basic reference, cataloging and acquisition; and interpretation of established policy and regulations under the direction of a librarian.

Monitors and maintains law serial cost/payment records to ensure accuracy and prepares law serial cost reports and projections as requested.

Reviews invoices and the distribution of vendor payments; maintains vendor files.

Provides on-the-job training, guidance and assistance to lower level Library Technicians.

Assists library patrons in the use of the library files, records and bibliographic tools, referring complex issues to a professional librarian.

Assists Assistant Law Librarians in the search and verification of legal and non-legal library materials and serial orders utilizing established library bibliographic identification tools.

STATE LAW LIBRARY

Senior Library Technician 
TYPICAL WORK (Cont’d)

Performs customer service to patrons of the law library and assists Assistant Law Librarians with public relations tasks.

Assists in compiling periodicals and serials for binding in accordance with established standards; supervises binding tasks assigned to subordinate staff as needed.

Performs other duties as assigned.

KNOWLEDGE AND ABILITIES

Knowledge of:  general library procedures and office practices including filing, indexing, alphabetizing, and cross-reference methods; grammar, spelling, and punctuation; operation of basic office equipment; routine office procedures; basic computer methods, and data recording methods.

Ability to:  organize and monitor the work of others, maintain effective working relationships; communicate clearly both orally and in writing; ability to interact professionally with the public and patrons of the library; understand and follow directions; organize and prioritize work; decipher and interpret complex bibliographic tools; and library policy and procedure.

MINIMUM QUALIFICATIONS

Two year degree in business or closely allied field AND four (4) years of clerical experience to include two (2) years of related experience in acquisitions, cataloging, circulation, serials or reference work.

Additional related experience may substitute for education on a year for year basis.  

Additional education will substitute for the non-library related clerical experience on a year for year basis.

SPECIAL NOTE:  Required to lift, carry, and move at least 50 pounds.  Some positions in this classification may be required to travel to carry out the business needs of the Library (i.e. off-site storage, the Court of Appeals, etc).  A state vehicle is available for use when travel is required.  To operate a state vehicle you must have a valid driver’s license.
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