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CITY OF OAKLAND

Oakland Public Library

Financial and Administrative Services Office

Gene B. Tom, Chief Financial Officer

LIBRARIAN I

DEFINITION
Under general supervision in the Life Enrichment Agency, performs a variety of routine professional duties in the operation of City of Oakland library services, including general reference, readers advisory, materials selection and programming.

DISTINGUISHING CHARACTERISTICS
This entry-level classification in the librarian series is responsible for basic and routine librarian duties including reference, technical and public services.  The Librarian I may be assigned to all areas of the library system which include service to specialized populations such as non-English speaking and youth, technical service, reference, collection development or branch operations.  Librarian I is distinguished from Librarian II in that Librarian II’s are responsible for the full range of librarian duties, and may be in charge of the day-to-day operation of a branch library.  This position receives general supervision from Senior Librarian or Supervising Librarian.  This position may receive lead direction from Librarian II.  This position may provide direction to paraprofessionals or clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:
Conduct reference interview with patrons to determine inquiry needs; provide reference and reading guidance to children and adults, including locating, selecting and using materials; address special research needs.

Direct and train subordinate staff including volunteers.

Manage materials budget.

Read and evaluate professional reviews of books, magazines, video cassettes or other materials for additions to library collections.  

Identify, select and order appropriate reference materials, other books and resources for adults and children.

Analyze circulation, book loss or trends; withdraw worn, dated and/or damaged materials from the collection.

Assist the Librarian-in-charge of a special library service such as Cataloging, Branch Office, Youth Room or Collection Development.

Utilize and contribute to the maintenance of on-line bibliographic database.

Train, direct and provide on-the-job training to subordinate staff.

Present adult or children's programs on specific subjects. 

Represent library at community events.

Monitor facility needs.

Explain library policies and procedures to public and agencies.

Assist in the preparation of report statistics.

Prepare oral and written reports.

Draft and prepare library publicity.

QUALIFICATIONS

Working knowledge of standard reference sources, including general references, trade and national bibliographic references, catalogs and indexes.

Working knowledge of library organization; principles of program planning.

Working knowledge of public contact skills. 

Working knowledge of written and oral communication skills.

Working knowledge of principles of library materials selection, classification and cataloging, automated library functions and filing systems.

Ability to analyze program and books needs of the public; recommend books, other materials and program content; assist readers with research and readers advisory questions.

Ability to prepare library materials, programs and exhibits and displays.

Ability to prepare written and oral reports.

Ability to classify and catalog routine materials.

Ability to communicate effectively in both oral and written form.

Ability to assist in assigning, delegating and coordinating work.

Ability to follow oral and written directions.

Ability to lift up to thirty pounds in certain assignments.

Ability to establish and maintain effective work relationships with those contacted in the performance of required duties.

EDUCATION AND EXPERIENCE 
Any combination of education and experience that would likely provide the required knowledge and abilities may be qualifying.  A typical way to obtain the knowledge and abilities is:

Education:
A Master's degree in library science from an American Library Association accredited graduate program.  Job training and/or special courses in library needs of the community, specialized areas of library services or technical areas are desirable.

Experience:
None required.

LICENSE OR CERTIFICATE
None Required.  If assigned to drive the Bookmobile, incumbent in this position is expected to operate automotive vehicles in the performance of assigned duties. Individuals assigned to drive the Bookmobile will be required to maintain a valid California Driver’s License while employed.

SPECIAL REQUIREMENTS

Proficiency in a foreign language or special skills as a children's librarian may be required.

[image: image2.wmf] 

_1139647371.doc
[image: image1.png]






