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LIBRARY ASSISTANT Cont’d

MONTANA JUDICIAL BRANCH

LIBRARY ASSISTANT 

Nature of Work:
This is technical clerical work in the State Law Library.  Work includes labeling and shelving of library materials and assisting other library staff and patrons.  Work is performed independently under the supervision of a library specialist or librarian and is reviewed for adherence to established procedures on a periodic or as-needed basis.

Essential Functions:
(Any one position may not include all of the duties listed, nor do the examples cover all the duties which may be performed.)
· Updates and maintains serial records and materials in loose leaf binders; stamps and inserts updates; removes superceded pages.

· Sorts, shelves and moves library materials.

· Opens, sorts and distributes mail.

· Assembles materials for bindery; stamps, labels, lists and packages materials.

· Enters information into computer.

· Responds to routine requests for directions and information.

· Processes, stamps and labels new books, microfiche and other materials; checks that shipment is complete; contacts publishers for status of orders and to claim missing items.

· Photocopies materials.

· Checks in and out materials for patrons.

· Opens and closes the library. 

· Assists other library staff as directed and with special projects.

Knowledge, Abilities and Skills:
Knowledge of basic computer and keyboarding skills.
Ability to understand library classification systems and elements. 

Ability to follow detailed oral and written instructions.

Ability to carry out duties with minimal supervision.

Ability to work effectively with the public and other library staff in a professional manner.
Ability to operate photocopy and other modern office equipment.
Working Conditions:
Work is performed primarily in a library environment.  

Physical Demands:
Work requires frequent sitting, walking, standing, reaching, bending, climbing stairs and standing on a stool. Lifting books and other reference materials weighing less than 25 pounds is required as well as moving a cart with many books loaded on it. 

Qualifications:
(Any combination of training and work experience which indicates possession of the knowledge, abilities and skills listed above.  An example of an acceptable qualification for this position is:)
Graduation from an approved high school and some clerical or library experience.

Licensure and Certification Requirements:
None required.
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