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Cl ass Specification LI BRARY Cl RCULATI ON SPECI ALI ST
DEFI NI TI ON:

Under noderate supervision, to operate the circulation section of the main library, to
serve as a |l ead person in an assigned aspect of library circulation service, and to
performnmoderately difficult library clerical work.

EXAMPLES OF DUTI ES - Dependi ng upon areas of assignment, responsibilities and duties may
include, but are not limted to, the foll ow ng:

Ensures smooth operation of an assigned section of circulation services at the nain
l'ibrary, assigning, training, review ng and correcting the work of library clerical
staff and library pages.

Interacts with and serves the needs of patrons, providing directional information,
rendering circul ati on services, receiving conplaints related to circulation and using
di scretion in determ ning appropriate action to remedy conplaints related to

circul ation.

Regi sters patrons for library cards, including verifying addresses, conpleting forns,
entering information into conmputer CRT and explaining library procedures.

Col | ects overdue and damaged book fines using a cash register.

Pl aces begi nning day's cash in register and renoves cash at end of day, placing cash in
a safe.

Trains, assigns and schedul es the work of Library Grculation staff.

Interviews and participates in the selection process of part-time staff.

Assists in the supervision, training and evaluation of Library Grculation staff.

Serves the nmain, branch and contract libraries as a user specialist, trouble-shooting
operating conpl aints, diagnosing sources of problens, providing operations training to
l'ibrary user staff, contacting vendors to report hardware problens and personal |y maki ng
non-techni cal repairs involving mnor adjustments or substitution of hardware

conponents.

Expl ai ns policies, procedures and objectives to the library circulation staff and pages
by witten directive and by oral conmuni cations.

Arranges and handl es reservations for routine and repeat bookings of the library's
neeting roons.

Assists the Grculation Services Manager in supervising the booknobile operation and in
mai nt ai ni ng the video col |l ection.

Perforns the nore difficult clerical work of the library circulation section.
Requi sitions office supplies.
Perforns other job-related duties as required.

M N MUM REQUI REMENTS:
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Experience in: Journey-|evel experience performing varied library clerical work,
preferably including some supervisory experience.

Know edge of: Basic conputer termnal operating nethods; use of the English | anguage
basi ¢ math; supervisory principles and practices; training nmethods; Library circulation
shel ving and record keepi ng procedures.

Ability to: Schedule, assign, train and supervise the work of clerical and |ibrary page
staff; analyze conputer term nal user conplaints, diagnose sources of problens; nake

m nor non-techni cal hardware replacenents and adj ustments to specialized equi pnent;

mai ntain accurate records and nodify filing systens; assign, check, correct and
participate fully in the work of subordinates; establish and maintain effective

i nterpersonal relationships with public and staff contacted in the course of work.

NOTE: Possession of or the ability to obtain a valid California Driver's License by
date of appoi nt nent.

I ncunmbents of sone positions in this class work with equipnent (primarily conputer

term nal s) and use small hand tools to disassenble, adjust and reassenble equipnment. In
such instances, incunbents nust, after a short period of training, be able to nmake m nor
repairs to conputer terminals and rel ated equi prent.

Supervi si on Received: Wrks under technical supervision of the Crculation Services
Manager who gives instructions and periodically reviews work in progress and conpl eted
wor K.

Supervi sion Exercised: Positions in this class assign, check, guide and correct the
work of clerical staff assigned to circulation sections. Incunbents do not select,
eval uate or discipline clerical staff. Incunbents train and supervise library
Circulation staff.

Career Ladder Information: Experience gained in this class nay serve to meet mini num
requirenents for pronotion to Crculation Services Manager

NOTE: The above statenents are intended to describe the general nature and | evel of work
bei ng perforned by persons assigned to this job. They are not intended to be an
exhaustive list of all duties, responsibilities and skills required of personnel so
classified. Al requirements are subject to possible nodification to reasonably
accommodate individuals with disabilities.
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