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LIBRARIAN I (continued)


MONTANA JUDICIAL BRANCH

LIBRARIAN I 

Nature of Work:
This is professional library work.  Work involves responsibility for performing a range of professional technical library tasks and providing supervision to library assistants. Work is performed independently under the general supervision of the State Law Librarian or a Trial Court Judge.

Essential Functions:
(Any one position may or may not include all of the duties listed, nor do the examples cover all the duties which may be performed.)

· Provides organization and bibliographical control of library resources; catalogs and classifies library materials according to accepted national standards and system requirements.

· Orders library materials and resources authorized by State Law Librarian; maintains renewal records of publications; supervises and participates in receipt and check-in of serial publications and in contacting publishers for status of orders and to claim missing items; reviews invoices for accuracy and codes for payment; generates purchase orders.

· Evaluates collection and services and makes recommendations.

· Assists in the formation of library policies and procedures; may prepare and monitor library budget.

· Provides legal reference and research assistance to patrons including Court personnel, other government agencies, attorneys and the public.

· Researches statutory, administrative and case law in response to in-person telephone or e-mail requests from patrons; perform reference interviews.

· Assists, guides and advises patrons in locating materials; instructs and trains patrons in the use of printed legal materials and the Internet and other computer data bases for legal research.

· Organizes, sots, shelves and moves library materials; updates and maintains materials in loose-leaf binders; stamps and inserts updates; removes superceded pages.

· Supervise and participates in receipt and check-in of government publications according to Selective Depository Library of U.S. Documents standards; prepares library’s self-study survey/audit; coordinates periodic on-site inspection of library under depository status.

· Supervises and participates in assembling materials for bindery.

· May oversee library related aspects of online network system and cataloging system; coordinates with information technology library staff.
· May coordinate pro bono program; provides program instruction to pro bono clients and attorneys; maintains records for pro bono clients.

· Checks materials in and out for patrons; searches for materials; prepares lists of and notifies patrons of overdue materials.

· Supervises receipt and routing of incoming mail including gift materials.
· Repairs and mends library materials.

Knowledge, Abilities and Skills:
Considerable knowledge of accepted national cataloging and classifying standards. 

Considerable knowledge of professional library principles, methods, materials and practices, especially as they relate to law library work. 

Knowledge of sources and procedures used in reference and bibliographic research. 

Knowledge of rules and regulations, professional library procedures, practices and standards, legislation applicable to library operations and material access and site directives at specific libraries. 

Knowledge of online network and cataloging systems, requirements and practices.

Knowledge of standards for Selective Depository Library of U.S. Documents under U.S. Code Title 44.


Knowledge of computer hardware and software, which may include word processing, spreadsheet and database software.


Knowledge of modern office practices, procedures and equipment.

Ability to follow detailed oral and written instructions.

Ability to carry out duties with minimal supervision.


Ability to communicate clearly and concisely, both orally and in writing, with a diverse group of people.
Ability to assign, coordinate, prioritize and inspect work and to train and supervise others if required by the position.
Ability to work effectively with the public and other library staff in a professional manner.

Ability to operate a computer, photocopy and other modern office equipment.

Working Conditions:
Work is performed primarily in a library environment. 

Physical Demands:
Work requires extended periods of sitting and occasional 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. Work requires extended periods of computer use.

Qualifications:
(Any combination of training and work experience which indicates possession of the knowledge, skills and abilities listed above.  An example of an acceptable qualification for this position is:)
Possession of a bachelor’s degree from an accredited college or university  preferably supplemented by a master’s degree in Library Science from an American Library Association (ALA) accredited school and experience in a library, preferably in a law library.

Licensure and Certification Requirements:
None required.
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