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Gty of Anaheim CLASSI FI CATI ON\:
Cl ass Specification SENI OR LI BRARY CLERK
DEFI NI TI ON:

Under noderate supervision, to performresponsible and varied library clerical work in
support of circulation services at either the main library or branches.

EXAMPLES OF DUTI ES - Dependi ng upon area of assignnent, responsibilities and duties nay
include, but are not limted to, the foll ow ng:

Interacts with and serves the needs of patrons, providing directional information
rendering circul ati on services, receiving conplaints related to circulation and using
discretion 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 a conputer termnal and/or CRT and explaining library
procedur es.

Prepares circul ati on desk for opening each day by processing books returned over night,
| ogs in newspapers, |ocates books for "send list" and puts out books for mnorning run

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

Mai ntai ns the condition of the book shelves by assigning shelving to the Library Pages
and nonitoring the accuracy and neatness of the shelving activities.

Accepts gift books and materials fromthe public
Posts nmaterials to bulletin boards and mai ntains current condition
Stores, inventories and requisitions office supplies.

Recei ves patron requests to reserve materials, checks collection for availability of
titles and places materials on reserve

Types file cards, menos, envel opes, forns, general correspondence and reports

Operates a conputer termnal, entering reserves, checking books in and out and searchi ng
for information

Prepares books for shel ving on book truck

Prepares periodic reports, such as nonthly statistical sunmary and circul ati on desk
report.

Answers questions that do not require searching for and abstracting technical data
Prepares daily cash count for deposit

Ensures video collection is maintained in an accurate and neat manner
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Devel ops and types procedures related to Grculation activities.

Types various correspondence and reports.

Takes charge of operating the circulation section of the library, as assigned
Trains, assigns and nonitors the work of circulation section staff.

Prepares work schedul es for part-tine enpl oyees.

Perforns other job-related duties as required

M N MUM REQUI REMENTS

Experience in: Perforning journey-level library clerical work.

Know edge of: The use of the English | anguage; basic math; sinple record keeping
nmet hods; basic |library procedures; basic principles of supervision and training

Ability to: Schedule, assign and nonitor the work of a small clerical and/or part-tinmne
staff; understand pertinent procedures and functions quickly and apply them w t hout

i mredi at e supervi sion; maintain accurate records and files; deal diplonmatically with
patrons; speak clearly and distinctly; effectively train assigned enpl oyees; operate a
typewiter keyboard with accuracy; operate a conputer term nal; establish and maintain
effective relationships with those contacted in the course of work

NOTE: Positions in this class are assigned a varied weekly schedul e which nornal |y
requi res working evening hours and Saturdays.

Supervi si on Recei ved: Wrks under technical supervision. Wrk in progress and
conmpl eted work is reviewed periodically.

Supervi sion Exercised: Positions in this class may train, assign, check, guide, correct
and schedul e the work of subordinates. |ncunbents do not eval uate or discipline
enpl oyees. I ncunbents may recomend di sciplinary action

Career Ladder Information: Experience gained in this class nmay serve to meet m ni num
requirenents for pronotion to Library Crculation Specialist or related classes

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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