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LIBRA R Y AS S IS TA N T

D EFIN I TI ON 

U nder  gener al s upervision, per f or ms  a var iety of  technical and specialized clerical tasks in
s uppor t of  libr ary oper ations; perf orms r elated duties as required.

D IS TI N GU IS HIN G C HA RA C TERI S TI CS 

This is the jour ney level clas s  in the Libr ar y A ss istant s er ies  and is  char acter ized by the
r es ponsibility to per form varied clerical and technical level s uppor t tas ks  involving the
application of s tandard libr ar y practices .  I ncumbents are generally as signed to circulation
or technical ser vices  w or k units; however , pos itions may be ass igned in other ar eas  to
provide technical support to over all departmental operations .  This class  is  dis tinguished
f rom the Libr ar y A ss istant, Senior in that the latter  is  ass igned to pr imar ily perf or m
technical librar y wor k within a w or k unit of the libr ar y and/or  lead f unctions .

EXA MPLES  OF D UTI ES 

D epending on as s ignments, duties may include, but are not limited to the following:

1. Charges and discharges books and other library materials; registers and re-registers
patrons for library cards; prepares collection agency notices; may receive and
dispatch shipments of books; may assess and make repairs to library materials.

2. Collects and records fines and fees; balances cash drawer; prepares deposits.

3. Explains  us e of  the librar y facilities  and available ser vices  s uch as use of  automated
checkout machine; explains  and inter prets  libr ary policies and procedur es.

4. Verifies, updates and enters library information into a computer; may assist with
inventory, typing and filing in order to process order lists and other materials;
investigates location of library items by following the claim return procedure;
maintains circulation statistics and other library information; shelves books as
needed.

5. May update vendor information; files invoices; orders materials from vendors;
verifies orders once received; enters all vendor order and invoice information into
database.
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6. May assists with displays and exhibits; may coordinate branch supply order; may
assist in training of new clerical personnel; may operate data processing and office
equipment; may assist with equipment and computer maintenance.

7. May perform clerical tasks such as opening and sorting mail, answering phones, etc.

QUA LI FIC ATI ON  GU ID ELI NES

EDU CA TIO N A ND /O R EXP ERI EN CE

H igh s chool diploma or GED ; s upplemented by one ( 1)  year  of  f ull-time w ork experience
in a var iety of  libr ary activities that demons tr ates pos sess ion of  and competency in the
r equis ite knowledge and abilities .

K NO WLEDG E/A BI LI TIES

Wor king knowledge of  gener al cler ical methods  and procedur es ; materials  and equipment
used in of f ice operations ; general librar y methods  and procedur es ; libr ar y mater ials and
s er vices  available to community libr ar y patrons; public contact techniques; manual and
automated librar y inf or mation s ys tems.

A bility to instr uct patrons in the use of  libr ar y f acilities  and s er vices ; communicate
eff ectively w ith people of  divers e s ocio- economic backgr ounds  and temperaments ;
demons tr ate tact and diplomacy; make r outine arithmetical calculations ; f ollow  verbal and
w ritten ins tr uctions ; per f or m gener al clerical tas ks; compar e names and number s
accur ately; w or k independently; keep r ecords; compile r outine s tatis tical r eports ;
communicate eff ectively both verbally and in w riting; us e an automated libr ary information
s torage and r etr ieval s ys tem; establis h and maintain cooperative w or king relationships ; us e
proper  book r epair  techniques.

S PECI A L REQ UI REM EN TS 

N one.

S UP PLEMENTA L IN F ORMA TIO N

I ndependent travel may be required.

P os itions allocated to this class  may require bilingual skills.

Recruiting requirements  may be set to tes t typing, word pr ocess ing and/or  data entr y
s peed, how ever, thes e s kills  ar e not the pr imary ar eas to be meas ured in the s election
proces s.
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ADA COMPLIANCE

Physical A b ilit y: Tasks involve the regular and, at times, sustained performance of
moderately physically demanding work, typically involving some combination of
climbing and balancing, stooping, kneeling, crouching, and crawling, and that may
involve the lifting, carrying, pushing, and/or pulling of moderately heavy objects and
materials (20-50 pounds).  Some tasks may require extended periods of time at a
keyboard.

S en sory Req uirem en ts : S ome tas ks require visual per ception and dis cr imination. Some
tasks require oral communications ability.

Environm en t al Fact ors : Some tasks may be performed with exposure to adverse
environmental conditions, such as rain, temperature and noise extremes traffic hazards.

________________________
Human Resources Director

________________________
Date

S olano County is  an Equal Oppor tunity Employer .  I n compliance with the A mer icans  w ith
D is abilities Act,  S olano County will pr ovide reas onable accommodations  to qualif ied
individuals  w ith dis abilities and encour ages both prospective and curr ent employees  to
dis cus s potential accommodations w ith the employer.


