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LIBRARY ASSOCIATE II

KIND OF WORK:  This is supervisory and advanced paraprofessional library work in one or more specialized library fields.

DISTINGUISHING FEATURES OF THE WORK:  An employee in this class is responsible for working as an assistant branch manager or division manager or for managing, coordinating and implementing a special program function.  Work is performed under the general supervision of a professional librarian through review and coordination of plans and programs and supervision is exercised over Library Associates I and other personnel.  The incumbent may be required to work shifts.

EXAMPLES OF WORK:  (Any one position may not include all of the duties listed nor do the listed examples include all tasks which may be found in positions of this class.)  Acts as assistant branch or division manager; assists in planning and supervising the work of Library Associates I and other employees; prepares work schedules; arranges for public service substitute coverage; participates in the training and evaluation of subordinate staff; develops and implements programming services for children and specific target group; schedules and publicizes events; assists in developing and maintaining collections; answers reference questions; performs readers' advisory services; assists and guides patrons in the use of electronic resources; prepares bulletin boards, exhibits and displays; maintains book inventory; oversees circulation activities and other public service functions; compiles daily, monthly and special statistical reports; conducts research and evaluations as directed; assists in the development of training opportunities for customers or library resources; assigns and monitors the work of subordinate staff; performs related work as required.

ESSENTIAL REQUIREMENTS OF THE WORK:  Good knowledge of professional library principles, methods, materials and practices; good knowledge of books and authors, periodicals and reference media; ability to demonstrate expertise and advanced skills and knowledge in one or more areas of specialized library work; ability to effectively use automated library systems and other forms of technology, online searching and other office automation tools; ability to make effective public presentations; ability to manage and supervise subordinate staff; ability to establish and maintain effective working relationships with other employees and library patrons.

MINIMUM QUALIFICATION REQUIREMENTS:  Attainment of a minimum of a bachelor's degree from a recognized college or university in liberal arts or library science and minimum of one year's experience at the level of a Library Associate I; or a combination of education and experience equivalent to these requirements.
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