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Position Description 
 

I. Position Information            
Title: Library Technical Assistant  

Division: Sullivan Family Library 

Part time, flexible schedule, some nights and weekends required 

 

II.  Reporting Relationship(s)  
This position reports to the Technical Services Librarian. 

 

III. Position Summary  
The Library Technical Assistant is responsible for broad duties within the following library units: 

a. Technical Services. Bibliographic record maintenance, copy cataloging, serials management. 

b. Circulation. Circulation record maintenance, stacks maintenance, office equipment maintenance, 

Interlibrary Loan processing, reserve collection maintenance, and Ready Reference. 

 

IV. Duties and Responsibilities 
 

Essential Functions 

 

1. Technical services (55% of work time) 
a. Copy cataloging. Locate and download bibliographic records from OCLC and other sources 

for use in the library’s SirsiDynix Integrated Library System. 

b. Bibliographic record maintenance. Modify and update existing bibliographic records for use 

in circulation and serials. 

c. Serials Management: Check-in, process, and manage library’s print periodical subscriptions. 

 

2. Public services (35% of work time) 
a. Circulation services. Provide circulation services for the entire collection. 

b. Interlibrary Loan processing. Process and track requests to/from other libraries via OCLC 

WorldShare service. 

c. Stack supervision. Monitor condition of library stacks, equipment and supplies as necessary. 

d. Ready reference. Provide ready reference to patrons, refers complex questions to librarians. 

e. Supervision. Train and supervise student workers. 

f. Computer and equipment maintenance. Identify and troubleshoot problems with computers 

and other library technologies. Perform basic maintenance. 

 

3. Office Duties (10% of work time) 
a. Cashiering. Collect and reconcile library fines and fees. 

b. Clerical Duties. Filing, word processing, and answering phones. 

c. Documentation. Document procedures and guidelines based on practices and policies. 

 

4. Disclaimer 
This list of responsibilities is not exhaustive. The percentages regarding the essential and non-

essential functions of the job are not precise and are only an approximation, which can vary on a 

day-to-day basis and are subject to change on an as-need basis and/or in the sole discretion of 

supervisory management. 
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V. Qualifications 
 

General. Punctuality, reliability, flexibility, and proper professional decorum. Excellent interpersonal skills. 

Excellent verbal and written communication skills. Demonstrated ability to work effectively with all levels 

of library users, i.e., faculty, students, administrators, and staff. Critical thinking and problem solving skills. 

Strong customer service orientation. 

Minimum education. High school diploma. Bachelor’s degree or MLIS degree preferred. 

Minimum experience. Six months experience in a library setting, preferably performing duties in technical 

services and public services units. 

Technical skills. Ability to troubleshoot library equipment problems (hardware and software). Ability to use 

basic office equipment such as a computer, typewriter, adding machine, and photocopier to perform daily 

tasks of the position. Proficiency with Microsoft Office suite. 

 

 


