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CITY OF OAKLAND

Oakland Public Library

Financial and Administrative Services Office

Gene B. Tom, Chief Financial Officer

SENIOR  LIBRARIAN

DEFINITION

To perform a variety of complex professional duties in the operation of City of Oakland library services, including specialized reference, readers advisory, library needs assessment, coordination of material selection; and to perform as working supervisor to professional, paraprofessional and clerical staff.

DISTINGUISHING CHARACTERISTICS
This classification in the librarian series is responsible for a full range of complex librarian duties including classification, cataloging, reference, readers advisory, collection development, program planning development and evaluation, and service to specialized populations including youth and non-English speaking individuals.  Incumbents plan, coordinate and educate a major unit within the Library system.  Incumbents performs as a working supervisor to other professional librarians.

SUPERVISION RECEIVED AND EXERCISED
Receives general supervision from the Supervising Librarian or Administrative Librarian.

Provides supervision to Librarians I and II, paraprofessional and clerical staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Direct the operation of a regional hub branch library, youth room, main library reference section or other major unit within library system, or coordinate a service program that covers one or more other units.

Supervise and train subordinate staff; assign, schedule and review staff work and write performance evaluations on professional, paraprofessional and clerical staff; instruct employees in new or existing policies, procedures and regulations; conduct on-the-job training.

Make recommendations to Supervising Librarian on budget, supplies, equipment and maintenance needs of unit; make recommendations on system wide planning and service design.

Manage materials budget; review, delegate and implement materials budget within the branch or unit.

Analyze collections's materials need; order library materials including books, records, cassette tapes, maps or pamphlets; coordinate book or material orders among branches and main library.

Coordinate reference services and youth services in a library region.

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

Catalog books; assign classification numbers or subject headings to library materials; determine subject entries; utilize and contribute to the maintenance of on-line data base, on-line bibliographic data base and supervise other catalogers.

Monitor facility needs; conduct reference interview with patrons to determine inquiry needs; address special research needs.

Provide reference and reading guidance to children and adults, including the location, selection and use of materials.

Supervise, train and direct the work of a multi-lingual staff.

Participate in community activities and outreach programs.

Answer inquiries from public and agencies regarding library policies and procedures; provide public instructions on library usage; provide public access catalog assistance.

Direct system-wide collection development for adult and youth collections.

Follow oral and written directions.

Perform related duties as assigned.

QUALIFICATIONS

Knowledge of:
Specialized reference sources, including general bibliographic references, trade and national bibliographic references, catalogs and indexes.

Principles of supervision, training and management.

Library organization and system technology, policy and procedures; branch library operations.

Public contact communications and complaint resolution skills.

Principles of library materials selection, classification and cataloging.

Principles of program development, planning and evaluation.

Automated library functions.

Written and oral communication skills.

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

Supervise, train and evaluate professional, paraprofessional and clerical personnel.

Prepare library materials, programs, exhibits and displays.

Prepare written and oral reports.

Communicate effectively both oral and written form.

Answer questions and complaints.

Classify and catalog materials.

Follow oral and written directions.

Lift up to thirty pounds in certain assignments.

Establish and maintain effective work relationships with those contacted in the performance of duties.

EXPERIENCE AND EDUCATION
Experience:
Two years of experience comparable to the Librarian II position in the Oakland Public Library;


AND
Education:
A Master's degree in library science from an American Library Association accredited graduate school.

LICENSE OR CERTIFICATE
None required.

Possession of a valid California Driver's License will be required if assigned to drive the Bookmobile.

SPECIAL REQUIREMENTS

Proficiency in a foreign language or special skills as a children's librarian may be required.
ADVANCE \y684
[image: image2.wmf] 

_1139647371.doc
[image: image1.png]






