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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

POSITION DESCRIPTION:  Library Support Specialist 
1.00
GENERAL STATEMENTS

1.01
POSITION SCOPE

a. The Library Support Specialist performs key duties within the full scope of the library’s operations and services.  The Specialist serves as a library paraprofessional or professional, providing assistance and services to library users, supervising student workers, organizing library resources, and providing reference services in accordance with established procedures.
b. The Library Support Specialist will participate in the formation of general college policies as a member of Standing Institutional Committees and task forces as appointed by the President.
2.00
SPECIFIC STATEMENTS

2.01
Position Function and Category


a.  Reporting Relationship:  Library Director


b.  Function/Category of Position:  Academic Support


c.  Terms of Employment:  12 month renewable contract

d.  Salary Category: III
2.02
Supervision

a.  Supervision Received:  The Library Support Specialist reports directly to the Director of the Library

b.  Supervision Exercised:  The Library Support Specialist supervises student workers
2.03
Key Areas of Responsibility


a.  Performs duties in a positive and professional manner by: 


     1.  Accomplishing tasks in an organized efficient manner

                 2.  Exhibiting initiative in work duties and assignments 
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                 3.  Demonstrating a cooperative attitude toward co-workers and library users


     4.  Displaying helpful customer service
                 5.  Promoting the use of library resources and services by assisting students,     

                     faculty, and staff
                 6.  Adapting to changes in schedules and campus locations.
b. Trains and supervises student workers effectively by:

1. Following standard training procedures
2. Considering individual abilities and personal schedules in assigning duties

3. Developing an ongoing list of duties to keep students busy
4. Exhibiting patience in training and supervising

5. Demonstrating ethical practices
     6.   Administering discipline, if needed.
c.  Interacts with library users in a professional manner by:

     1.  Demonstrating efficiency and compassion to the library user while 

          checking materials out and in, placing material holds,
          accepting interlibrary loan requests, and assessing fines
   2.  Providing reference/research assistance to students, faculty, staff, and the

        community, using electronic, print, and media-based materials and resources
        at the Allen College Library
    3.  Exhibiting proficiency and patience in instructing others in the use of

         library computers, software, printer/copier, databases, mobile devices, and 
         other emerging technologies
    4.  Assisting faculty in locating material, placing and removing items on 

         reserve, providing curriculum materials, and developing custom    

         bibliographies

                                                                                                                     II-C-4.21 

6. Conducting library orientation and bibliographic instruction for classes,            
                       and providing one-on-one student training when needed.
d.  Performs library technical duties (interlibrary loan, over-dues, cataloging,

     book processing, collection maintenance, etc.) by:

1. Exhibiting creativity in performing duties

2. Demonstrating initiative in improving and streamlining tasks

3. Displaying organizational skills

4. Performing duties in an efficient, timely manner

5. Demonstrating ethical work habits

6. Assuming new duties as assigned by The Library Director.
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