STATE OF MONTANA IS AN EQUAL OPPORTUNITY EMPLOYER
Job Order Detail

	Department:
	LEGISLATIVE BRANCH

	Division:
	Legislative Services

	Date Posted:
	04/18/2007

	Job Category:
	Education, Training, and Library

	Position Number:
	11402210

	Position Title:
	LEGISLATIVE LIBRARIAN

	Location:
	HELENA

	Job Status:
	Full Time Permanent

	Salary:
	$40,739.00    to    $50,924.00

	Salary Unit:
	Year

	Additional Salary Info:
	Persons new to the Legislative Branch typically start at entry.

	Shift:
	Daytime

	Band or Grade:
	7

	Closing Date:
	05/11/2007

	Supplement Required:
	Yes




	Applications must be received by 5:00pm on the closing date.

	

	Apply to your Local Montana Job Service Center

	- OR -

	State Agency:

	LEGISLATIVE BRANCH ATTN: KELLY DASILVA

	PO Box 201706

	HELENA, MT 59620


	Phone:
	(406)444-3230

	Fax:
	(406)444-3971

	E-mail:
	leghr@mt.gov




	Special Information:

	This is a nonpartisan, apolitical position. The Legislative Librarian works in an ordinary office environment. The librarian is expected to work considerable overtime hours during the legislative session. A training assignment may be considered.



	Duties:

	JOB SUMMARY: Organizes and administers the collection of the Montana Legislative Services Library. Selects, purchases, catalogs, and classifies materials and oversees the circulation and delivery of materials. Provides reference and research services for legislators and legislative staff and oversees library operations. 

ASSIGNED DUTIES AND TASKS: - Catalogs and classifies monographic, serial, archival, and vertical file materials including legal and reference material, legislative publications, work papers of interim legislative committees, newspaper clippings and pamphlet files. Catalogs other private file collections and creates and maintains those files. - Provides reference and research services for the Library's clientele. Compiles, develops, and provides legislative histories, bibliographic searches, and legal research by using on-line services specialized collections, 

private files, and archival materials. - Selects and purchases materials and ensures that materials are circulated and delivered. Evaluates the collection on an ongoing basis to maintain permanent collections and meet short-term research needs. - Works as a liaison between the Library's clientele and the State Library, the State Law Library, and other libraries to coordinate service and handle reference requests. - Trains library users in the use of library resources. Serves as the legislative services division files management officer. Develops and conducts workshops on the legislative process. Assists legislative committee secretaries and staffs to improve the quality and usability of committee minutes. - Plans and oversees the operations of the Legislative Services Research Library. Recruits, selects, and supervises library personnel. Prepares and administers the library budget. Sets goals and objectives, evaluates progress, and handles public relations for the library. 



	Competencies:

	Substantial knowledge of the principles of library cataloging, classification, and file management. - Substantial knowledge of the principles, procedures and methods of bibliographic, legal, historical, and political research. - Substantial knowledge of proper grammar, spelling, punctuation, and writing style. - Basic knowledge of Montana legislature and state government. - Basic knowledge of Montana history, geography, economics, and demographics. - Knowledge of personnel management and budgeting. - Ability to plan, organize, and direct work and evaluate results and alternative strategies. - Ability to supervise others. - Ability to work as part of a team. - Ability to write and speak clearly, concisely, and in a well-organized manner. - Ability to act professionally, objectively, and impartially in dealing with legislators and public. - Ability to communicate and perform effectively and diplomatically with personal contacts. - Ability to work independently and handle a variety of projects. - Ability to maintain confidentiality and handle politically sensitive work. - Ability to use computers and adapt to changing technology. 



	Education/Experience:



	Master's degree in Library Science and two years of relevant work experience. Applicants with only a Masters in Library Science are encouraged to apply and may be considered for a training assignment.



	Application materials required initially for this position include the following:

	Signed and completed State of Montana Employment Application (PD-25, Rev. 5/2003 or later). Portions of the application may be photocopied if legible (see application page 1 for instructions).

	If Supplement Required, complete application supplement identified with your name and the position number (see attached Supplement Questions if provided). 

	Factors to be considered in evaluating an applicant's qualifications may include but are not limited to an evaluation of the State of MT application, application supplement, current resume, an oral interview, a performance test, and the name, current address, and telephone number of three professional references. Applications are typically reviewed by and candidate interviews are typically conducted by a team of 3 or more individuals who are knowledgeable about the Legislative Librarian position. Academic transcripts may be requested and reference checks may be conducted. FOR AN APPLICANT TO BE CONSIDERED, THE FOLLOWING MUST BE INCLUDED IN THE INITIAL APPLICATION PACKET: STATE OF MT APPLICATION, COVER LETTER OF INTEREST, LIST OF REFERENCES, AND THE SUPPLEMENTAL QUESTIONS.



	Supplemental Questions:

	Application Supplement


Legislative Research Librarian


Montana Legislative Services Division


April 2007

Please respond to the following questions on plain paper. Limit your response to 

each question to 300 words or less.

1. Please describe how your education and experience relate to the ASSIGNED  DUTIES AND TASKS listed in 

        the Legislative Research Librarian position description.

2. Please describe how your experience as a librarian transfers to the  Legislative Research Librarian position 

        in the Legislative Services Division.

3. Please describe how your education and experience, taken together, make you  a unique candidate for the 

        Legislative Research Librarian position.
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Click on this link to download

State of Montana Employment Information and Application

If you have questions about a position you are applying for, or have already applied for, contact
the agency that listed the position. That information is listed on each vacancy announcement.
If you have comments about this website contact -

ldavis.mt.gov
or

tantonick.mt.gov
