STATE LAW LIBRARY

Job Description

LIBRARY TECHNICIAN 
DEFINITION

Performs complex duties in support of the day-to –day functional operations of the Washington State Law Library.  Assists higher level staff in the advanced operations of the Law Library which includes acquisitions, cataloging, circulation and reference work.  
DISTINGUISHING CHARACTERISTICS

Under the supervision of an Assistant Law Librarian, the incumbent is responsible for performing paraprofessional work within the Law Library and is responsible for the flow and completion of assigned work within general guidelines.  The incumbent is expected to exercise independent judgment in the application of the stated procedures and the prioritizing of workload.

TYPICAL WORK

Completes advanced bibliographic checks on materials requested for purchase utilizing standard legal bibliographic tools and submits order to vendors.  Catalogs library material in accordance with established standard classification criteria and library procedures.

Monitors and coordinates the library exchange agreements for legal materials with out-of-state and foreign libraries.

Maintains periodical and serial subscriptions, standing orders, processes claims and validates invoices for payment.  Initiates scheduled subscription renewals.  Maintains Court of Appeals branch library acquisitions to include site visits to Court of Appeals Divisions to distribute new books and materials on the library shelves, distribute periodicals and perform filing and special tasks.

Responsible for the binding of all periodical and serial publications.

Files catalog cards in shelf list and maintains periodical inventory holdings records in shelf list.

Assists professional librarians in the search and verification of library materials and serial orders utilizing established library bibliographic identification tools.

Assists in the supervision of circulation and inter-library loan operations of branch libraries.

STATE LAW LIBRARY

LIBRARY TECHNICIAN (Cont'd)

TYPICAL WORK (Cont’d)

Assists library patrons with requests for bibliographic searches for legal materials, forwarding complex requests to professional librarians.

May perform circulation and reference duties by assisting patrons with questions relative to circulation, reference, catalog use and acquisition activities in compliance with established library procedures.

Prepares final catalog cards, serial control records and circulation cards and processes library materials for release according to established library procedures.

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; and data recording methods.

Ability to:  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; and provides on-the-job guidance and assistance to library work study students.

MINIMUM QUALIFICATIONS

Two year degree in business or closely allied field AND two (2) years of clerical experience to include one (1) year of related experience in acquisitions, cataloging, circulation or reference work.

Additional related experience may substitute for education 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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