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ORTGIONAL LIBRARY

FORT VANCOUVER REGIONAL LIBRARY DISTRICT

Job Opening Announcement

JOB TITLE:  
ASSISTANT II  (Union position)
DEPARTMENT: GOLDENDALE COMMUNITY LIBRARY 

                    (located at 131 West Burgen, Goldendale, Washington)

WAGE:  $10.62-$15.39 per hour

40 hours per week

DATE OF POSTING:
04/27/06     

APPLICATION DEADLINE:   05/19/06  

Position Summary:
Perform a variety of general clerical and technical duties in a community library.  Within scope of knowledge and training, and as authorized, may assist in the training of other employees and volunteers.  As authorized may be responsible for the operation of the branch or department. 

Supervision Received:

Receives direction from supervisory and management staff.

Essential Functions and Responsibilities:

Essential and other important responsibilities and duties may include, but are not limited to, the following:

· Charge out and check in library materials.

· Process computer reports related to holds on library materials; maintain hold pickup shelf.

· Search local collection for hold requests, charge out, package and mail materials.

· Enter data in patron database; modify patron records as necessary; resolve problems and delete patron records as authorized.

· Prepare paperbacks, periodicals, and other library materials for adding to or removing from the collection; clean and mend library materials; shelve library materials; read shelves; pack and unpack delivery boxes.

· Respond to patron in-person or telephone requests for library materials, services and information within scope of knowledge and as trained; place holds on library materials for patrons.

· Update holdings records to reflect changes in the status and locations of items in the branch’s collection.

· Monitor branch supplies; request routine operating supplies.

· Assist bookmobile drivers in circulation duties outside the Goldendale branch.

· Maintain positive relations with the staff, the public and volunteers.

· Perform related duties, tasks or responsibilities of similar complexity as authorized.

QUALIFICATIONS AND EXPERIENCE:

Knowledge of:

· Library services and operations.

· Literature and information sources.

Ability to:

· Work with numbers and the alphabet accurately.

· Follow verbal and written instructions.

· Accurately key data into a computer.

· Work with the public in a timely, courteous and responsive manner.

· Communicate clearly and courteously, in writing, orally and by telephone

· Establish and maintain cooperative working relationships with those contacted in the course of work.

· Willingness to work evenings and weekends and to work a schedule that meets the needs of the department. 

· This position will have a regular Saturday schedule.

Experience and Education Guidelines:

Any combination of the following experience and training that would likely provide the required knowledge and abilities to qualify, such as:

Experience:

· Two years of clerical and/or technical library experience.

· Previous experience as a Library Assistant I is desirable.

· Spanish language skills desirable.

· Valid driver’s license and safe driving record required.
Education:

· Equivalent to completion of the twelfth grade.  

· College level course work in library science is desirable.

How to Apply:

To apply, complete application form available at any FVRL library or found online (www.fvrl.org) and submit by May 19, 2006 to:

ATTN: Human Resources

Fort Vancouver Regional Library District

1007 E. Mill Plain Blvd.

Vancouver, WA  98663

Applications may also be turned in at the Goldendale Community Library or any other FVRL location.  Applicants will be tested.

FVRL is an Equal Opportunity/Affirmative Action Employer
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Tentative Schedule


			


Tuesday             11:00am-8:00pm


Wednesday        11:00am-8:00pm


Thursday             9:00am-6:00pm


Friday                 9:00am-6:00pm


Saturday             9:00am-6:00pm








