Job Title: Library Specialist II-Research and Instruction Secretary
Classification: C2
Department: University Libraries
Updated: December 2014
Job Summary:  

Provides technical/clerical support and assistance to all members of Research & Instruction (R&I) unit for projects and programs.
Essential Functions:

· Primary point of contact for Research and Instruction (R&I) faculty librarians located in the Mary Idema Pew Library.

· Schedules instruction lab spaces in the Mary Idema Pew Library.

· Performs duties such as receiving visitors, answering the telephone, taking messages, making appointments, and arranging meetings.  Works with other COTs in the Librarians’ Suite to coordinate coverage of reception area/duties.

· Answers or refers inquiries from students, faculty, staff, and the general public, and routes requests for instruction to the appropriate liaison librarian.

· Generates a variety of materials such as reports, memorandums, correspondence, forms, minutes from meetings, including Knowledge Market statistics and instruction reports.

· Maintains filing and/or database and records keeping system on paper and/or computer.

· Assists with Scholarly Communications activities, including uploading documents into the Institutional Repository (IR).

· Assists librarians in updating Subject Guides.

· Assists with collection development activities.

Non-Essential Functions:
· Receives, opens, and routes mail and may compose responses to standard inquiries.

· Takes, transcribes, and posts departmental meeting notes.

· Assists other members of the UL staff in coordinating special events.

· Inventories and coordinates ordering of supplies.

Required Qualifications:
· High school graduate

· Minimum of two years of related work experience and/or relevant training.
· Ability to work under pressure and meet deadlines.

· Ability to maintain positive interpersonal relationships.

· Ability to operate office equipment.
· Ability to provide quality customer service.
· Ability to maintain satisfactory work performance and attendance records.
· Possess strong verbal and written communication skills.
· Typing and spelling competency.

· Experience with various computer software applications (Word, Excel, Access, Adobe Acrobat).

· Ability to achieve proficiency with specialized software.

· Data entry experience.

· Some college course work.

· Experience in higher education.
Supervision Received:

Receives supervision and work assignments from a designated supervisor, although other staff members in the unit may provide work direction.

Supervision Exercised:

May direct the work of student employees.
Physical Demands:

· To perform this job successfully, an individual must be able to perform each essential function satisfactorily. Must have the physical stamina to work long hours and/or more than 5 days per week. The requirements listed are representative of the knowledge, skill and/or ability required.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

· The information contained in this job description is for compliance with the Americans with Disabilities Act (A.D.A) and is not an exhaustive list of the duties performed for this position. Additional duties are performed by the individuals currently holding this position and additional duties may be assigned.
