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LIBRARY SPECIALIST (continued)


MONTANA JUDICIAL BRANCH

LIBRARY SPECIALIST

Nature of Work:
This is professional library work in the State Law Library. Work involves providing circulation services and supervision to library assistants.  Work is performed independently under the supervision of the State Law 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.)
· Trains and supervises library assistants; assigns, coordinates, prioritizes and inspects work.

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

· Provides directional and circulation assistance to patrons.

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and moves library materials; updates and maintains materials in loose leaf binders; stamps and inserts updates; removes superceded pages.

· Files microfiche, newspaper clippings and superceded administrative rules.

· Lists, pulls and organizes briefs for recent Supreme Court opinions to be scanned; checks for accuracy on web page. 

· Provides cross references/parallel citations between published case publications. 

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

· Enters information into computer.

· Photocopies and faxes materials.

· Opens and closes the library. 

· Assists other library staff with special projects.

· Assists in the formation of library policies and procedures.

Knowledge, Abilities and Skills:
Knowledge of general library classification systems and services.


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. 

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 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. Work requires extended periods of computer use.

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:)
Possession of a bachelors degree from an accredited college or university with coursework in library science, information services or media services and experience in a library.

Licensure and Certification Requirements:
None required.
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