TOWN OF SAN ANSELMO

LIBRARIAN I/
LIBRARIAN II

DEFINITION

To perform professional duties such as reference, reader’s advisory, acquisition, technical
support and cataloging while serving as either an Adult Services Librarian or a
Children’s/Young Adult Librarian; to respond to the public’s informational, educational
and recreational needs by providing library material in a variety of formats including on-
line resources and by conducting library programs.

DISTINGUISHING CHARACTERISTICS

LIBRARIAN I - This is the entry-level class in the professional librarian series. This
class is distinguished from the Librarian II class by requiring no prior professional
librarian experience. Employees at this level are not expected to perform without some
direction and have fewer supervisory duties.

LIBRARIAN II — This is the experienced level class in the professional librarian series.
This class is distinguished from the Librarian I class by requiring two years of
professional library experience, preferably in a public library setting. Employees at this
level receive only occasional direction, are fully aware of the operating procedures and
policies of the library and are expected to exercise initiative and considerable
independence of judgment in performing assigned duties. Some supervisory duties are
required. Positions in the class are flexibly staffed and are normally filled by
advancement from the entry level.

SUPERVISION RECEIVED AND EXERCISED

Librarian I
Receives supervision from the Town Librarian.
Exercises technical and functional supervision over paraprofessional staff and volunteers
as assigned.

Librarian 11

Receives general direction from the Town Librarian.

Exercises technical and functional supervision over paraprofessional and professional
staff and volunteers. Directly supervises Library Pages and is involved in all aspects of
recruitment hiring, and training of Pages, and to some degree, other library staff.







TOWN OF SAN ANSELMO
Librarian I/11

MINIMUM QUALIFICATIONS (cont’d)

Collection development, including material selection, review sources, and weeding
principles.

Cataloging principles and practices.

Current general and/or children’s literature and current library literature.
Basic customer service and telephone etiquette.

Ability to:

Provide professional library services in reference, readers’ advisory, acquisition,
technical support, and cataloging.

Perform professional reference and adult and children’s reader’s advisory services.

On a continuous basis, know and understand all aspects of the job; intermittently analyze
work papers and reports; identify and interpret technical and numerical information;
observe, identify and problem solve operational and technical issues; understand and

explain library policies and procedures to the public and other Town personnel.

Evaluate and recommend purchase of books and reference materials to meet patron’s
needs.

Work with various age level, cultural and ethnic groups in a tactful and efficient manner.

Obtain information through tactful and effective questioning during the reference
interview.

Work firmly and courteously with the public and staff to create an orderly work
environment.

Work effectively with interruption.
Work shifts, including weekends and evenings as assigned.

Use a computer, printer, calculator, telephone, facsimile machine, photocopier, and other
library related equipment. Type at a speed necessary for successful job performance.

Perform basic mathematical computations with speed and accuracy.

Analyze situations quickly and objectively and determine proper course of action within
scope of responsibility.
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