Position Classification:
Information Specialist II

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

Classification Description:
This level covers positions that involve moderately complex tasks requiring a general knowledge of library guidelines and procedures.

Essential Functions (Typical Duties):
May perform any of the duties at the I level and in addition:

· Performs routine processing of new books and materials by verifying shipment contents, recording receipts, verifying invoices, returning duplicate and defective items.

· Performs basic bindery preparation tasks.

· Performs simple book or periodical material repairs. 

· Performs routine searching duties such as pre-order searching and bibliographic searching.

· Maintains serial check-in records.

· Assists in routine communication with vendors.

· Maintains record of payments for materials and prepares invoices for final processing.

· Performs basic copy cataloging duties such as verifying records, classification and item record maintenance.

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

· Ensures equipment is kept in working order and contacting appropriate maintenance person when required; reporting malfunctioning lights; maintaining equipment inventory, etc.

Supervises:
May coordinate the work of, and provide assistance to employees at a lower classification.

Decision-making:
Works within well defined guidelines and procedures in establishing priorities and carrying tasks through to completion.  New or unusual problems are referred to supervisor.

Supervision Received:
Receives detailed instructions during orientation and on subsequent new assignments or changes in procedure.  Carries out familiar phases of the work independently under general supervision. 

Minimum Qualifications

Education:
High school graduation.

Experience:
No previous required.

Skills:
Computer: Novice level for Web browser, Windows

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

