IMPERIAL COMMUNITY COLLEGE DISTRICT
CLASS TITLE: SENIOR LIBRARY TECHNICIAN

BASIC FUNCTION:

Underthedirectionof the Deanof Arts, Lettersand Learningservicesperformavarietyof long-
rangeadvanced level, technical processélese will include cataloging of all types of library
resources, including managing serials subscriptions and related re&ssais. students, staff
and othersn locatingandutilizing library resources, equipmeandinstructional laboratory
support. Assist LibrariansndTechniciansvith technicallibrary andadministrativesupport.
Otherduties as assigned.

DISTINGUISHING CHARACTERISTICS:

The Senior Library Technician Specialist is an advanlse! classification in the library

technicianseries. Incumben@redistinguished fronothersin thelibrary technicianseriesby the

responsibilityto coordinate the daily workflowAcquisitions, Circulation, Serials, Technical

Processing, MicrocomputesudiovisualandRelatedE 0.@8pbibtidiediausingLibrary OperationSystem anc
treatbledicels aetopoordet Hébold e grseati abst e de

Coordinate the cataloging and processing of new resources, print apdmtoobtained by

Spencet.ibrary usingOCLC, LibraryOperatitartompiign periodicinventoryof thelibrary collectionandchecl
mis-shelving. Maintain Technical Processing Statistics: New Materials, Discarded / \
Materials, and Lost & Paid.
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requiringspecializedandextensiveknowledgeof the Spencet.ibrary MediaCenterassignedy
administrator and Librarians. Compile informagit and data for reports and assist in the
preparation of statistical and narrative reports. Conduct special research as required.

Answertelephonecalls: Direct callsandvisitorsto appropriatgersonnel. Provideformation
and answer questions from students and the general public regarding programs, policies,
procedures and regulations.

Coordinatecommunicatiorandactivitieswith otherDistrict departmentandpersonnel,
students, educational institutions, vendors, other outside organizations and the public.

Operate and maintain the office machines currently in use in the Library including copier,
microfilm reader/printerdubbingequipmentdate chargemachinetypewriterandcashregister;
load cartridges and paper and add toner to photocopiers as needed.

Trainandprovidework directionto studentassistantgyarticipatein theselectionassignment,
scheduling, evaluation, discipline and termination of student workers as assigned.

Pick up librarymaterialsat book dropson campusndreturn thento thelibrary.

Maintainthelibrary in a cleanandorderly condition,requesmaintenance anelquipmentepairs
as needed; assure student conduct is conductive to a studious learning environment.

Openandclosethelibrary onassignedahift asrequired.
Perform other duties as assigned.

KNOWLEDGE AND ABILITIES:

KNOWLEDGE OF:

Library policies,proceduresandterminology.

District organizationpperationspoliciesandobjectives.

Library of Congress Classification System.

CutterTablesto usein call numberassignment.

Library reference materials and resources.

OCLC OnlinebibliographicdatabasandOCLC subsystems.
Ordering,receiptandprocessingf periodicaldor library use.
Financialandstatisticalrecordkeeping. Dataentryandretrievaltechniques.
Operation of office and specialized library equipment.

Location of various materials in the Library.

Operationanduseof Library automatedystems.

Circulation process, policies, and procedures.

Operationof microcomputergndrelatedperipherakequipment.
Instructionalmethodsusedto assisstudentsn the useof microcomputerandapplications
software.

Library securitymeasures.

Modernoffice practicesproceduresindequipment.
CorrectEnglishusagegrammarspelling,punctuationandvocabulary.
Interpersonal skills using tact, patience, and courtesy.
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