Library Information Associate

Location:  Walla Walla, Washington

Salary: $2468 - $3134 per month (range 41)
Closing Date:  Open until filled; application review will begin on January 7, 2005
The Office of the Secretary of State, Washington State Library Division is recruiting for one full-time Library Information Associate position in the Branch Library Services Program, Eastern Region.  This register will be used to fill positions in the Branch Library Services, Eastern region only.  There is one vacancy at the Washington State Penitentiary in Walla Walla.
 WHO MAY APPLY
This recruitment is open to anyone who meets the recruitments.

 DUTIES
This position is responsible for delivery of library and information services to corrections center inmates and for assisting the Regional Librarian by performing professional level duties related to collection development, reference/information delivery, and automated circulation systems for all the branches in the Eastern Region.  Under the supervision of the Regional Librarian, maintains day-to-day library operations and services to inmates at the Washington State Penitentiary including circulation, serials, audio/visual services, processing of materials, outreach and reference services.  Organizes, implements, and maintains all phases of the interlibrary loan process. Manages automated circulation system. This position hires, trains, supervises, coaches, and evaluates inmate library clerks including organization of daily work and the maintenance of library operations and services.  In coordination with institution staff, enforces institutional and library rules.  Orders and maintains library and office supplies.  In conjunction with the Regional Librarian, plans, implements, monitors, and evaluates delivery of services such as outreach, library orientations, and library skill training for the Eastern Region branch libraries.  Compiles periodic statistical and narrative reports.  This position works with colleagues in the Eastern Region or other regions on projects for other branches, such as planning, implementing, and evaluating major changes in a branch.

ESSENTIAL FUNCTIONS
Must be able to supervise and work effectively with inmates and to work alone with them for the majority of the work day.

Must be able to work within the constraints of a correctional facility by understanding and following DOC  policies and procedures.

         Must be able to make independent judgments and decisions.

         Must be able to handle multiple priorities with constant interruptions.

         Must be able to understand, interpret, and follow WSL and DOC policies and procedures.

         Must be able to build and maintain a productive working relationship with the host institution    through clear and effective communication, both verbal and written.

Must be able to perform job duties while maintaining constant visual and auditory awareness of surroundings.

         Must be able to cope with stressful situations.

         Must be able to work evenings and weekends.

Must be able to lift 25 pounds, be able to retrieve materials from high and low shelves, and able to stand, sit, or walk for long periods of time.

Must be able to use a computer keyboard and mouse to perform basic functions such as circulation, word processing, and email.

Must be able to report to work on time, complete each scheduled shift, and maintain good attendance.

         The business needs of this position require a valid drivers license.

 

SPECIAL NOTE
Applicants must be willing and able to work with inmates and must be willing to submit to a criminal history background check.
 REQUIRED QUALIFICATIONS
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; OR
A Bachelor's degree which includes an equivalent to 30 quarter hours in library science; and two years of experience in the functional operations of a library. One additional year of experience with duties equivalent to a library information technician may be substituted for the required credit hours; OR
An accredited associate degree in library technology and four years of experience in the functional operations of a library; OR
Six years of experience in at least two functional areas (i.e., circulation, reference, interlibrary loan, serials, media services, government publications and acquisitions) of a library. 

 

DESIRABLE QUALIFICATIONS
         Twelve months experience in public services, including reference and readers advisory

         Twelve months experience developing and implementing library projects

         Twelve months experience developing and implementing library projects

COMPENSATION
$2468 - $3134 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.  COMPLETING AND SUBMITTING YOUR APPLICATION IS PART OF THE EXAM.  FAILURE TO FOLLOW INSTRUCTIONS WILL RESULT IN A FAILING SCORE.  Applicants are encouraged to submit their application packet on or before January 7, 2005.

 The following items must be submitted:
 1.      Letter of interest describing how you meet the minimum and desirable qualifications listed above

2.      Completed Washington State Application

3.      Library Certification number, if applicable

4.      The names of three or more professional references (along with statement from the applicant granting permission to contact)

Submit your application packet to the following address; email application packets are preferred.
 

Terri Parker, Recruitment Officer

Office of the Secretary of State

PO Box 40227

Olympia, WA  98504-0227

FAX: (360) 586-2033

E-mail 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.  Information regarding Library Certification can be found on the Washington State Librarys home page at: http://www.statelib.wa.gov/libraries/training/certification.aspx.
 NOTE:  Your score will be emailed directly to you and will be based on your experience and training as listed in your Washington State Application.

 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.
Library Information Assistant
Location:  Olympia, Washington
Posting Date:  March 21, 2005

DESIRABLE QUALIFICATIONS
Experience within the last two (2) years setting-up and operating both analog and digital multimedia equipment (such as digital video recording, 16mm film projection, and public address systems).

Experience within the last two (2) years working in interlibrary loan/Resource Sharing that includes work with OCLC, ILLiad, Ariel, and document delivery.

Experience working with newspapers, or another sizeable print collection, including the preparation work to microfilm that collection and/or inspecting the quality of microfilmed reproductions

Experience working with multimedia acquisitions, including arranging to preview materials and ensuring the receipt of licensing agreements, or working in other library acquisitions procedures.

 
COMPENSATION
$2053 - $2586 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 early April 2005.  Applicants are encouraged to submit their application packet on or before April 4, 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.       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.

4.       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.

 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 employers name in the Employment History section of your application).

 

Example: 124  1.  a   b   c  d   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 two (2) years, have you had at least six months full-time or equivalent part-time experience (e.g., 12 months at 20 hours per week) setting-up and operating both analog and digital multimedia equipment (such as digital video recording, 16mm film projection, and public address systems)?

             (a)        Yes

            (b)        No

 

5.       Within the last two (2) years, have you had at least six months full-time or equivalent part-time experience (e.g., 12 months at 20 hours per week) working in interlibrary loan/resource sharing that includes work with OCLC, ILLiad, Ariel, and document delivery?

             (a)        Yes

            (b)        No

 

6.       Have you had at least six months full-time or equivalent part-time experience (e.g., 12 months at 20 hours per week) working with newspapers, or another sizeable print collection, including the preparation work to microfilm that collection and/or inspecting the quality of microfilmed reproductions?

             (a)        Yes

            (b)        No

 

7.       Have you had at least six months full-time or equivalent part-time experience (e.g., 12 months at 20 hours per week) working with multimedia acquisitions, including arranging to preview materials and ensuring the receipt of licensing agreements, or working in other library acquisitions procedures?

 

            (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.
Job Class: 03272 (ITSS 2)
Job Class: 03273 (ITSS 3)
Job Class: 03274 (ITSS 4)
Open to the Public
Republished 10/27/03:  Changed to Apply Web Only. 

Republished 10/4/04: Added a special note.
Republished 4/1/05: Added new position information.
 

DESKTOP SUPPORT
 

INFORMATION TECHNOLOGY SYSTEMS SPECIALIST 2
Apply On-Line Now! Apply On-Line Now!#1-2-184-OC   
$3059-$3916 per month (range 50)
INFORMATION TECHNOLOGY SYSTEMS SPECIALIST 3
 #1-2-185-OC 
$3376-$4322 per month (range 54)
INFORMATION TECHNOLOGY SYSTEMS SPECIALIST 4
Apply On-Line Now! 
#1-2-186-OC  $3727-$4771 per month (range 58)
 

Open Continuous 
LOCATION
This register will be used to fill future vacancies as they occur throughout the state.
There is currently one Information Technology Systems Specialist (ITSS-3) project opening with the Office of the Secretary of State, Library Development Project in Tumwater. This project is funded through January 31, 2008.
Duties for this project position: Serves as a resource to individual libraries statewide on a wide range of IT related issues. Key duties include: support for desktop computers configured with the specialized "Bill and Melinda Gates Foundation Public Access Computing (PAC) security system"; consultancy on library technology issues and the federal E-Rate program, and; server administration.
Selective for this project position: One year of experience with the Bill and Melinda Gates Foundation Public Access Computing security model. (Please mark Matrix Code K97 in the "skills" section of your on-line application.)
Desirable Qualifications. The preferred candidate will meet the following requirements:
· 748 - MS Windows XP Workstation 
· F14 - MS SERVER (e.g., NT, 2000, 2003, WINDOWS PROFESSIONAL) 
· 926 - ETHERNET 
· 910 - WEB SERVER (e.g., NETSCAPE, APACHE, IIS, ECOMMERCE, DOMINO, WEBSPHERE) 
· F52 - FIREWALL 1, WATCHGUARD, CISCO PIX 
DUTIES

Information Technology System Specialist 2
In support of information systems and users, performs standard installation, troubleshooting, problem solving or consultation work under spot check supervision.
Information Technology System Specialist 3
Independently performs system design, acquisition, installation, maintenance, troubleshooting, problem resolution, and/or consulting tasks for a division, large work group, or single business function.
Information Technology System Specialist 4
Performs system design, acquisition, installation, maintenance, troubleshooting, problem resolution, and/or consulting tasks for complex systems, projects, or operational problems that impact a region, geographical grouping of offices/facilities, or multiple business units with multiple business functions.
For further details regarding this classification please: CLICK HERE  (ITSS 2)
                                                                              CLICK HERE  (ITSS 3)
                                                                              CLICK HERE  (ITSS 4)
WHO MAY APPLY

This recruitment is open to anyone who meets the requirements.
	NOTE:  Due to the development of a new exam effective 5/20/02, all candidates currently on the register must reapply and take the new exam. Scores issued for this job class prior to 5/20/02 may not be used.


MINIMUM QUALIFICATIONS

Information Technology Systems Specialist 2
A Bachelors degree including 9 semester or 15 quarter hours of computer science courses and one year of experience analyzing, installing and/or maintaining computer software applications, hardware, or telecommunications or network infra-structure equipment or providing customer or technical support in information technology.
OR
An Associates degree or completion of an accredited vocational training program in an information technology or related program and two years of experience analyzing, installing, and/or maintaining computer software applications, hardware, or telecommunications or network infra-structure equipment or providing customer or technical support in information technology.
OR
One year as an Information Technology Systems Specialist 1 or equivalent.
Experience analyzing, designing, installing and/or maintaining computer software applications, hardware, telecommunications, or network infra-structure equipment or providing customer or technical support in information technology will substitute for education on the basis of one year of experience for two years of education.
A Masters degree will substitute for one year of the required experience except for the specified Information Technology Systems Specialist 1 requirement.

Information Technology Systems Specialist 3
A Bachelors degree including 9 semester or 15 quarter hours of computer science courses and two years of experience analyzing, installing and/or maintaining computer software applications, hardware, or telecommunications or network infra-structure equipment or providing customer or technical support in information technology.
OR
An Associates degree or completion of an accredited vocational training program in an information technology or related program and three years of experience analyzing, installing, and/or maintaining computer software applications, hardware, or telecommunications or network infra-structure equipment or providing customer or technical support in information technology.
OR
One year as an Information Technology Systems Specialist 2 or equivalent.
Experience analyzing, designing, installing and/or maintaining computer software applications, hardware, telecommunications, or network infra-structure equipment or providing customer or technical support in information technology will substitute for education on the basis of one year of experience for two years of education.
A Masters degree will substitute for one year of the required experience except for the specified Information Technology Systems Specialist 2 requirement.

Information Technology Systems Specialist 4
A Bachelors degree including 9 semester or 15 quarter hours of computer science courses and three years of consultative, administrative, or supervisory experience in information technology analysis, system maintenance, or troubleshooting/problem resolution experience.
OR
An Associates degree or completion of an accredited vocational training program in an information technology or related program and four years of consultative, administrative, or supervisory experience in information technology analysis, system maintenance, or troubleshooting/problem resolution.
OR
One year as an Information Technology Systems Specialist 3 or equivalent.
Consultative, administrative, or supervisory experience in information technology analysis, system maintenance, or troubleshooting/problem resolution will substitute for education on the basis of one year of experience for two years of education.
A Masters degree will substitute for one year of the required experience except for the specified Information Technology Systems Specialist 3 requirement.

	Successful candidates have typically had at least one year of recent experience that included four or more of the following activities:
· Installing, configuring and maintaining end-user workstations or peripherals 
· Upgrading end-user workstations by adding additional memory, changing hard drives, or installing internal boards such as modems 
· Installing and maintaining desktop software 
· Writing configuration and batch files 
· Resolving software or hardware problems 
· Providing training in using software such as operating systems, word processing, spreadsheet and database applications 
· Assessing user business needs and determining hardware or software requirements. 


SPECIAL NOTE

New skills may be required for some positions and added periodically to better meet employer needs. Although this does not happen often, we recommend you periodically review the announcement and the skills section to see if any additions have been made.
Background checks, which may include fingerprinting, are required for employees and applicants considered for selected positions within DSHS and the Department of Services for the Blind. Employees/applicants will be required to sign a release authorizing the background check. Failure to do so shall disqualify the applicant from employment in these positions. Information obtained from background checks will not necessarily preclude employment.

EXAM

This examination is an evaluation of your experience and training.
Due to the development of a new electronic application and examination for this class, all applicants currently on the register MUST REAPPLY and take this new exam. Old scores may not be used. All previous registers will be abolished once this new register is established.
Employees in these positions perform tasks requiring the use of effective technology. As such, COMPLETING AND SUBMITTING YOUR APPLICATION AND EXAM RESPONSE ELECTRONICALLY IS PART OF THE EXAM. Those needing technical assistance or accommodation with this process should call 360-664-1960.
Some locations where you may ACCESS COMPUTER TERMINALS are:
· Department of Personnel, 600 S. Franklin, Olympia, Washington
· Work Source Centers (see locations at: http://www.wa.gov/esd/work/localconnections.htm)
· Public libraries (see locations at: http://access.wa.gov/vgovernment/awlib.asp)
HOW TO APPLY
Apply ON-LINE now for:  
INFORMATION TECHNOLOGY SYSTEMS SPECIALIST 2 
INFORMATION TECHNOLOGY SYSTEMS SPECIALIST 3  
INFORMATION TECHNOLOGY SYSTEMS SPECIALIST 4  
 


All three positions can be found at:  http://www.secstate.wa.gov/office/employment.aspx 

