CITY OF ROSEVILLE

ROSEVILLE PUBLIC LIBRARY

JOB DESCRIPTION

JOB TITLE:
Librarian 
REPORTS TO:  Library Director




SUMMARY

Under the direct supervision of the Library Director and the Assistant Director, the individual in this position will be assigned to both Youth and Adult Services areas.  They should have considerable knowledge of books and authors and the enthusiasm to share the same with patrons and staff.  The individual must have solid reference skills and enjoy working with the public.  The individual should have the skills and ability to supervise staff.  The individual must feel comfortable using eReaders, tablets and other handheld devices and be able to instruct patrons on how to download digital content.  The position includes evening hours and, potentially, Saturday hours.

PRINCIPLE DUTIES AND RESPONSIBILITIES

(An * denotes duties or responsibilities judged to be “essential functions” in terms of the Americans With Disabilities Act or ADA).

· Provides information and research services at the library’s reference desks and service points.  Assists patrons in effectively using bibliographic and subject databases.*

· Develops bibliographies, guides, bookmarks and other tools which promote successful use of library information sources.*

· Participates in collection development activities including the evaluation, selection and weeding of library materials.*

· Plans and carries out informational, educational and enrichment programs for the community.*

· Assists patrons with using technology related to the library.*
· Applies accepted national and local standards of cataloging.*

· Encourages and stimulates public interest in the library collection and services.*

· Maintains departmental records, files, orders and activity reports.*

· Receives requests and complaints from citizens.  Resolves issues or informs immediate supervisor.*

· Assists with grant writing and other fund raising efforts.*

· Participates in staff meetings and training sessions.*

The above statements are intended to describe the general nature and level of work being performed by a person in this position.  They are not to be construed as an exhaustive list of all job duties that may be performed by such a person.

QUALIFICATIONS

Education:  A Masters Degree in Library/Information Science from an ALA accredited school.

Experience:  Experience working with the public in a public library is desired.  Strong oral and written communication skills are necessary.

Other Knowledge, Skills and Abilities:  Knowledge and skill in using an Integrated Library System, the Internet and PC applications (e.g., Microsoft Office, email) is required.  Knowledge of HTML code, Expression Web and Adobe Photoshop in conjunction with creating and maintaining the library’s website is required.  
The qualifications listed above are guidelines for selection purposes.

