
THE C OUN TY  OF S OLA NO
CLA SS  DESCRIP TI O N, 1999

LIBRA R Y AS S IS TA N T, S ENI OR 

D EFIN I TI ON 

U nder  direction, per f or ms  a var iety of  s pecialized technical libr ary w ork and/or  pr ovides
lead w or ker  guidance in the support of  libr ar y oper ations; perf or ms related duties as 
r equir ed.

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

This class  is  char acter ized by the r es ponsibility to per form technical libr ary w ork in the
areas  of  adult/childr en’s  services activities , interlibr ar y loan, computer s er vices , the law
librar y, outr each ser vice, volunteer  coor dination and audiovisual. I ncumbents s pecialized
technical ass is tance or  pr ovide lead w or ker  guidance to a gr oup of  libr ar y clerical
employees.  This  clas s is  distinguis hed f rom the Libr ar y A ss istant in that incumbents  in the
s enior  level per form the mor e technical level work and have on- going r espons ibility to
provide lead wor ker guidance.

EXA MPLES  OF D UTI ES 

D epending on as s ignment, duties  may include, but ar e not limited to the f ollow ing:

1. Leads  the w or k of as s igned s taf f; as signs , monitor s  and reviews  the wor k of  other s for 
completenes s, accuracy and adherence to policies  and pr ocedur es ; provides  expertise in
the r esolution of pr oblems ; tr ains new  employees  in department pr ogr am policies and
procedur es  related to ass igned function; participates  in the evaluation proces s by
monitoring and r epor ting on wor k per formance.

2. A ss is ts patrons  in choosing and locating popular  r eading, inf or mational and other 
librar y mater ials; answ er s  r ef erence ques tions  and pr ovides r eader ’s  advisor y ser vices 
w ithin the limits of  available resources  and r ef er s  others  to a Libr ar ian or  to the pr oper 
s ource; explains  use of  the library facilities  and available services; explains and
inter prets  libr ary policies and procedur es; as sists  in making r ecommendations for 
mater ials s election.

3. P roces ses book r eques ts  f r om County libr ary br anches, libr ar ies  w ithin the N or th Bay
Cooper ative Libr ar y S ys tem, and other libraries within the s tate; verif ies/updates and
enter s  libr ar y information into manual and automated information systems; processes
materials including receipt of periodicals; prepares correspondence and reports
related to library services.
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4. Assists patrons in the law library with legal research, use of legal materials and
software, and with rules and procedures of the law library.

5. Assists professional staff in program planning for children’s services activities; plans
and conducts preschool story hours; assists with preschool and primary grade visits at
the library.

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

7. Provides lead worker guidance to clerical workers and departmental aides within
assigned area; prepares weekly work schedules; resolves problems with customers,
vendors and procedures; schedules meeting rooms for public use.

8. Gathers statistics for monthly reports; collects data and collates sampling period
statistics; troubleshoots problems with equipment; processes government documents.

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 thr ee ( 3) years  of  f ull-time w or k
exper ience in a libr ary that demons trates  pos s es sion of  and competency in the requisite
knowledge and abilities .

K NO WLEDG E/A BI LI TIES

Consider able knowledge of  libr ary pr actices , procedur es  and techniques ; general clerical
methods and procedur es, materials  and equipment us ed in of fice operations ; librar y
depar tment purposes, goals  and policies; community libr ary s ervices and r es our ces ;
automated and/or  manual libr ar y inf ormation s ystems .

Wor king knowledge of  reader inter es t levels  and deter mination techniques.
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A bility to instr uct patrons in all aspects of  libr ary r esour ces  and ser vices ; operate the
bookmobile in varying w eather conditions ; apply depar tment policies and procedur es
applicable to s pecialized as signment; operate and maintain audiovisual and other  libr ary
mater ials and equipment; lead the w ork of  others  engaged in librar y clerical w or k and
s uppor t activities ; make decis ions and independent judgments ; communicate ef fectively
both ver bally and in wr iting; establis h and maintain cooperative w or king relationships ;
f or mulate, pr omote and implement a var iety of  libr ary pr ograms; or ganize and prioritize
w or k ass ignments ; make routine ar ithmetical calculations ; us e proper  gr ammar , spelling
and punctuation; demons tr ate tact and diplomacy; oper ate and maintain librar y computer 
equipment.

S PECI A L REQ UI REM EN TS 

None.

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.

ADA COMPLIANCE

Physical A b ilit y: Tasks involve the ability to exert moderate, though not constant
physical effort, typically involving some combination of climbing and balancing,
stooping, kneeling, crouching, and crawling, and which may involve some lifting,
carrying, pushing and/or pulling of objects and materials of moderate weight (12-20
pounds).

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.
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________________________
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.


