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Library Information Specialist
Local List Recruitment Announcement


Recruitment Number:  LISP012405
Location:  Olympia, Washington
Salary: $2911 - $3727 per month (range 48)
Posting Date:  May 2, 2005
Closing Date:  Open until filled; application review will begin May 20, 2005



The Office of the Secretary of State, Washington State Library Division currently has one full-time project Library Information Specialist vacancy in the Technical Services Program.  The State Documents RECON Project is currently approved through December 30, 2005.  This register will be used to fill this position only.

LOCATION

This position is located in Tumwater, Washington.

DUTIES

The working title for this position is Cataloger.  As a member of the Technical Services Program and under general direction from the Senior Library Information Specialist Cataloging Supervisor, this position creates and updates authority and bibliographic cataloging data for all library materials using a national bibliographic utility (OCLC).  Using independent, professional judgment this position creates and updates authority and bibliographic cataloging data for all library materials of any format in US MARC record format applying the principles set forth in national and international standards and guidelines such as AACR2, LCSH and LCRIs.  using a national bibliographic utility (OCLC).  Works to insure the accuracy of local (Innovative) bibliographic and authority records based on OCLC records to provide service to staff and customers using the online public catalog.
WHO MAY APPLY

This recruitment is open to anyone who meets the requirements.

REQUIREMENTS

A Master's degree in library science from an American Library Association accredited program and certification by the State Librarian authorized through the Office of the Secretary of State; or certification by professional portfolio as authorized through the Office of the Secretary of State; AND Two years of experience as a professional librarian.
DESIRABLE QUALIFICATIONS

· One year experience performing original cataloging of monographs and serials using AACR2, LCRIs and the LCSH.

· One year experience performing copy cataloging in an online environment in accordance with the US MARC format.

· One year experience using a local online system such as Innovative or similar system.

· One year experience using the OCLC database or other large bibliographic database

COMPENSATION

$2911 - $3727 per month, depending on qualifications.  Washington State offers a full benefits package which includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees retirement plan.

AGENCY PROFILE
Headed by an elected state official, the Office is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Productivity Board, and the Oral History Program.  Our web site is: www.secstate.wa.gov.

HOW TO APPLY

Initial screening will be based solely on the information contained in your application form and cover letter.  Interviews are anticipated to be held by late May 2005.  Applicants are encouraged to submit their application packet on or before May 20, 2005.
The following items must be submitted for your application to be considered.
1. A cover letter telling us how you meet the Requirements and Desirable Qualifications as listed above.

2. A completed Washington State Job Application.  Be sure to provide clear, detailed information about your job-related education and experience.

3. Library Certification number.

4. You must respond to the Experience Questionnaire below.  Responses to the questionnaire should be reported in Part 9 of the Washington State Job Application form.

5. The names of three or more professional references and a statement from you granting permission to contact them.
FAILURE TO SUBMIT ALL OF THESE ITEMS WILL RESULT IN A BELOW PASSING SCORE.

Submit your application packet to the following address; email application packets are preferred.
Office of the Secretary of State

Recruitment Manager

PO Box 40227

Olympia, WA  98504-0227

FAX: (360) 586-2033

Email Address: recruitment@secstate.wa.gov
The Washington State Job Application form can be found on the Department of Personnel's website at: http://hr.dop.wa.gov/forms/dopforms.htm.  Choose the Word format.  Information regarding Library Certification can be found on the Washington State Library’s home page at: http://www.statelib.wa.gov/libraries/training/certification.aspx.

NOTE: Your score will be emailed or mailed directly to you and will be based on your experience and training.

EXPERIENCE QUESTIONNAIRE

The questions below ask about your experience in a variety of areas.  We do not expect any one candidate to have experience in all of these areas.  Read the following instructions carefully.  Failure to follow instructions will result in a below passing score.

This questionnaire uses Part 9 “Test Answers” on your state employment application.  Answer each of the questions by selecting the appropriate letter or letters in Part 9.  For some questions, mark all that apply.  For others, you must select one answer only.

On the short line before each answer, you must specify the job(s) in which you gained the experience by listing the job number (located to the left of the employer’s name in the Employment History section of your application).

Example: 124  1.  FORMCHECKBOX 
 a   FORMCHECKBOX 
 b   FORMCHECKBOX 
 c  FORMCHECKBOX 
 d   FORMCHECKBOX 
 e
Please answer the questions honestly and accurately.  All of the information you submit is subject to verification by the Office of the Secretary of State and the Department of Personnel.  Also be sure to provide information in the Employment History section of your application to support your responses.

1.
In which of the following areas of librarianship have you had at least six months of full-time experience or equivalent part-time experience (e.g., 12 months at 20 hours per week)?  Please mark all that apply.    

(a)
Acquisitions


(b)
Cataloging


(c)
Digitization


(d)
Library Systems


(e)
Serials Management

2.
In which of the following areas of librarianship have you had at least six months of full-time experience or equivalent part-time experience (e.g., 12 months at 20 hours per week)?  Mark all that apply.


(a)
Children or Youth Services 


(b)
Circulation


(c)
Media


(d)
Reference


(e)
Serving Special Populations

3.
In which of the following areas of librarianship have you had at least six months of full-time experience or equivalent part-time experience (e.g., 12 months at 20 hours per week)?  Mark all that apply.


(a)
Administration/Management


(b)
Collection Maintenance


(c)
Government Documents


(d)
Resource Sharing


(e)
Preservation

4. Within the last five (5) years, have you had at least two years full-time experience or equivalent part-time experience (e.g., 48 months at 20 hours per week) performing original cataloging of monographs and serials using AACR2, LCRIs and the LCSH?

(a)
Yes


(b)
No

5. Within the last five (5) years, have you had one year full-time experience or equivalent part-time experience (e.g., 24 months at 20 hours per week) performing copy cataloging in an online environment in accordance with the US MARC format?

(a)
Yes


(b)
No

6. Within the last five (5) years, have you had at least one year full-time or equivalent part-time experience (e.g., 24 months at 20 hours per week) using a local online system such as Innovative or similar system?


(a)
Yes


(b)
No

7. Within the last five (5) years, have you had at least one year full-time or equivalent part-time experience (e.g., 24 months at 20 hours per week) using the OCLC database or other large bibliographic database?


(a)
Yes


(b)
No

The Office of the Secretary of State is an equal opportunity employer (EOE).  Women, racial and ethic minorities, persons over 40 years of age, persons of disability, disabled and Vietnam era veterans are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 586-1170.
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