O ass Code: E34

Cty of Anaheim CLASSI FI CATI ON:
Class Specification LI BRARY CLERK
DEFI NI TI ON:

Under close supervision, to performrepetitive library clerical work.

EXAMPLES OF ESSENTI AL JOB FUNCTI ONS - Dependi ng upon area of assignment
responsibilities and duties may include, but are not linted to, the follow ng:

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

Charges and di scharges books fromcircul ati on desk
Col | ects overdue and darmaged book fines by using a cash register

Recei ves and processes new |library naterials; accepts gift books and naterials fromthe
public.

Mai ntains bulletin boards in attractive and current condition

Creates vendor orders froma variety of sources, stores itens and inventories office
supplies; transnits data electronically to vendors; verifies new library nateria
shipments with on-order records

Uses el ectronic databases to verify vendor inventory.

Locates and reserves books and nmaterials upon request.

Types file cards, nenos, envel opes, forns, general correspondence and reports.
Prepares books for shelving on book trucks.

I nspects incomng cassettes for danmage.

Mai ntai ns a di splay of new cassettes.

Dupli cates docunents on a phot ocopi er

Enters new books and naterials into autonated library system

Makes repairs to books and nmaterial s.

Packages books to be sent to other libraries and vendors.

Communi cates with vendors by tel ephone

Answers routine questions that do not require searching for and abstracting technica
dat a

Recei ves, opens, date stanps and distributes incomng nail and processes outgoing mail

Qperates a variety of office equipnent, such as a typewiter, calculator, word
processor, CRT and personal conputer
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Operates CRT to enter and edit standard infornmation using a |imted nunber of prograns
and formats.

Files materials into established filing systens.

Conpiles readily available information, not requiring interpretive judgment, into
tallies and reports.

Perforns other job-related duties as required

JOB RELATED REQUI REMENTS

Know edge of: The use of the English | anguage; basic math, and sinple record keeping
net hods.

Ability to: Miintain accurate records and files; operate a typewiter keyboard
accurately; use a personal conputer and related software; understand and carry out ora
and witten instructions; comunicate effectively with patrons and library staff;
establish and nmaintain effective relationships with those contacted in the course of
wor K.

NOTE: Positions in this class are assigned a varied weekly schedul e which can require
wor ki ng eveni ng hours and Sat urdays.

Physi cal Requirenents: Work in an office environnent. Lift up to 10 pounds.

Li cense and/or Certification: None

Supervi si on Received: Wrks under close technical supervision. W rk in progress and
conpleted work is reviewed regularly.

Career Ladder Infornation: Experience gained in this class nay serve to meet m ni num
requirenents for pronotion to Senior Library Cerk or related classes.

FLSA Desi gnation: Non - Exenpt

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
accomodate individuals with disabilities.
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