Position Classification:
Information Specialist III

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

Classification Description:
This level covers positions that involve diversified, complex duties requiring a comprehensive knowledge of library procedures and policies.

Essential Functions (Typical Duties):
May perform any of the duties at the lower levels and, in addition:
· Performs advanced web and database searching skills

· Provides information and assistance of moderate complexity at a public service point.

· Prepares reserve materials.

· Performs routine interlibrary borrowing tasks.

· Provides basic reference assistance.

· Performs more complex copy cataloging functions (handles the control, bibliographic searching, verification and copy cataloging of all materials assigned including non-DLC records.


-
Attends to all phases of the claims operation.


-
Checks in complex materials and those requiring special attention and treatment including searching for duplicates and resolving those discrepancies.

· Sets up new orders and for follow-up on all orders until they are active, filled or cancelled; assists in solving order, invoice and cancellation problems.

· Maintains exchange programs for library materials with other academic institutions.

· Performs quality control.

· Directs the preparation and processing of materials for binding including maintaining binding records.

· Oversees stack maintenance includes training, work assignment, scheduling of and participating in shelf reading to correct shelving errors, etc.


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

Supervises:
Generally responsible for training and overseeing the work of positions at lower classifications.

Decision-making:
The nature of the work demands judgment in planning the sequence of duties, the work methods to be employed and the action to be taken.  Makes decisions based on a comprehensive knowledge of library guidelines and established precedents.  New or unusual problems are referred to supervisor. 

Supervision Received:
Work is done under limited supervision.  Performs assigned duties independently and in accordance with established practices and procedures.

Minimum Qualifications

Education:
Two years of college or high school graduation and two years relevant experience.

Experience:
Two years relevant experience.

Skills:
Computer: Novice level for Web browser, Windows, Word

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

