Position Classification:
Information Specialist I


Reports To:
Reporting lines will be given in the Position Guide for each specific position.

Classification Description:
This level covers positions that involve a variety of duties of limited complexity.  Work is performed in accordance with clearly defined guidelines and procedures.

Essential Functions (Typical Duties):


-
Performs routine circulation functions such as checking materials in and out.


-
Operates and assists users in the operation of copying machines; performs routine maintenance duties.

· Collects, sorts, shelves, shelf-reads, arranges, straightens, checks and transports materials.

· Pages materials from remote storage.

· Answers routine questions.

· Handles routine office correspondence.


-
Provides routine directional assistance to library patrons and takes requests.

· Locks and unlocks facilities.

· Performs clerical duties such as mail distribution, photocopying and simple data entry tasks.


-
Assists with routine preparation of new books, such as, inserting plates, tattle taping and routing finished volumes to their destination.

· Performs basic computer searching skills (OPAC, Web)


-
Performs other duties related to qualifications and requirements of the job.

Supervises:
Employees in this class do not supervise staff, but may be asked to show simple routines to others.  May supervise student assistants.

Decision-making:
The nature of the work is routine and clearly defined. All problems are referred to supervisor.

Supervision Received:
Employees are given detailed instructions and guidelines and work is performed under supervision. It is expected that familiar routines will be carried out without ongoing instruction.

Minimum Qualifications

Education:
High school graduation.

Experience:
No previous required.

Skills:
Computer: Novice level for Web browser and Windows

Standard Physical: 
The necessary physical requirements will be found in the position guide for each specific position.
