 (
CI
T
Y
 
OF
 
S
U
N
 
PR
AI
RI
E
 
Posi
t
ion
 
D
escript
i
o
n
) (
Assi
s
t
a
nt
 
T
e
ch
n
i
cal
 
Se
r
vic
e
s
 
Librar
i
a
n
) (
DE
P
A
R
T
MENT:
 
Pub
l
ic
 
L
ibr
a
r
y
CLAS
S
I
F
IC
A
TION:
 
Non-Union
) (
RE
P
ORTS
 
T
O:
 
He
a
d 
o
f Te
c
hni
c
al
REVISION
 
DATE:
 
Ap
r
il 15, 2016
 
Servi
ce
s
) (
G
ENER
A
L
 
P
UR
P
OS
E
:
) (
Und
e
r the
 
supervision of
 
the H
e
ad of Te
c
hn
i
c
a
l S
e
rvic
e
s, the 
A
ssistant T
e
c
hnic
a
l 
S
ervi
ce
s
 
L
ib
r
ari
a
n 
e
ns
u
res that li
b
r
a
r
y
 
mat
e
rials are
 
ord
e
red, r
ec
ei
v
ed, 
e
nt
e
r
e
d and
 a
vailable
 
for libra
r
y
 
patrons p
r
ompt
l
y
, ef
f
ici
e
nt
l
y
 
a
nd accurate
l
y
, 
e
ith
e
r dir
ec
t
l
y
 
or indir
e
ct
l
y
.
 
Mainta
i
ns the
 
a
c
quisitions and c
a
tal
o
g
i
ng
 
modules of the
 
online
 
c
a
tal
o
g
 f
or st
a
ff
 a
nd pub
l
ic use within the
 
libra
r
y
 
a
nd remote
l
y
.
) (
E
S
S
E
N
T
IAL
 
JOB
 
F
U
N
CTIONS:
) (
Mana
ge
s and
 
init
i
ates 
a
n
nual
 
set-up of
 
acquisit
i
ons 
m
odule.
Per
f
o
r
ms a
c
quisit
i
on pr
o
c
e
d
u
r
e
s, s
u
ch 
a
s da
t
ab
a
se 
c
h
ec
ki
n
g
, 
e
l
e
c
tronic
 
o
r
d
erin
g
, 
R
F
I
D
 
tag
g
i
n
g
, rec
e
ivi
n
g
 
mat
e
ri
a
ls, that r
e
quire
 
s
p
e
c
iali
z
ed tr
a
inin
g
.
Per
f
o
r
ms co
p
y
 
catal
o
g
i
n
g for most fiction, 
g
r
aph
i
c nov
e
ls and 
a
udiovisual
 
materi
a
ls, which
 
r
e
quir
e
s speciali
z
ed tr
a
i
n
in
g
.
Ente
r
s libra
r
y
 
holdi
n
g
s in computer d
a
ta
b
as
e
, whi
c
h r
e
quir
e
s sp
e
cializ
e
d trainin
g
.
 
Proc
e
sses
 
invoic
e
s, mai
n
tains and r
ec
o
n
ciles fund
 
balan
c
e
s
 
for
 
libra
r
y
 
m
at
e
rials.
 
Maintains, r
ec
o
r
ds
 
and re
c
on
c
iles
 
g
ift and
 
g
r
ant accounts.
Assists with col
l
e
c
tion dev
e
lopment and 
m
ainte
n
an
c
e
 
b
y
 
monitori
n
g
 
statistics.
 
P
r
e
par
e
s
 
r
e
ports 
a
nd maintains fil
e
s of vendor 
a
nd
 
account information.
Reports 
e
r
r
o
r
s
 
with
i
n c
a
talog
 
rec
o
rds to S
C
L
S or
 
catal
o
g
ers.
 
Reports p
r
oblems with onl
i
ne 
ca
tal
o
g
 
to S
C
L
S.
W
rites, 
c
r
ea
tes
 
and maintains 
ac
c
u
r
a
te,
 
current te
c
hnic
a
l services procedures.
Supports, consults and ins
t
ru
c
ts
 
L
ib
r
a
r
y
 
Assistant
 
II on T
ec
hn
i
cal Services
 
responsibili
t
ies.
 
Maintains the 
c
onfid
e
nti
a
l
i
t
y
 
o
f libr
a
r
y
 
r
e
c
o
rds.
Sets priorities in order to m
ee
t assi
g
n
m
ent de
a
dli
n
es.
 
Particip
a
tes in continuing edu
ca
tion pr
o
g
r
ams.
Per
f
o
r
ms ba
c
k
-up 
c
i
r
cul
a
tion d
e
sk pro
c
e
du
r
es.
Per
f
o
r
ms ba
c
k
-up public
 
servi
c
e
 
w
o
rk 
w
ith patro
n
s.
 
Per
f
o
r
ms adv
a
n
c
e
d
 
cle
r
i
c
al and oth
e
r libra
r
y
 
wo
r
k.
 
Particip
a
tes in other duties 
a
s r
e
qui
r
ed.
) (
REQUIREMENTS
 
OF
 
THE
 
W
O
R
K
:
) (
Course
w
o
r
k or m
a
st
e
rs in
 
L
ib
r
a
r
y
 
S
cience.
)
 (
\\
1
0
.
1
7
.
101.9
6
\
fil
e
s
ha
r
e
\
A
d
m
i
n
is
t
r
a
ti
o
n
\
P
osi
ti
on D
e
scr
i
pt
io
n
s
\
2
0
1
6
 
A
ss
i
s
t
a
n
t
 
T
e
ch
n
ica
l
 S
e
r
v
i
c
e
s 
L
i
b
rar
i
a
n
.
d
oc
) (
Two or
 
more
 
y
ears of co
l
lege
 a
nd two or mo
r
e
 
y
e
a
rs of public libr
a
r
y
 
e
x
per
i
en
c
e
 
or
 
equival
e
nt combination of 
e
du
ca
tion and
 
e
x
peri
e
n
ce.
Kno
w
le
d
g
e
 
of offi
c
e proc
e
dur
e
s
 
r
e
lated to p
u
rchasin
g
, bu
d
ge
ti
n
g
, 
a
ccounting
 
a
nd
 
maintaining
 re
l
ated 
r
ecords, files and statist
i
cs.
Abili
t
y
 
to use
 
li
bra
r
y
-
r
e
l
a
ted comput
e
r so
f
tware
 
a
n
d
 
l
i
bra
r
y
 
e
quipm
e
n
t
, wh
i
ch r
e
qui
r
es
 
knowledge
 
of datab
a
s
e
s
 a
nd s
ea
rch methods.
 
Abil
i
t
y
 
to do basic m
a
them
a
t
i
c
a
l c
a
l
culations
 
(
a
ddition, subtra
c
tion, mu
l
tip
l
ic
a
t
ion, d
i
vis
i
on) a
cc
u
ra
te
l
y
.
Abili
t
y
 
to use
 
comput
e
r 
s
oftw
a
re and manage 
c
o
m
puterized files
 
with 
s
peed and 
a
c
cu
r
a
c
y
.
 
Requir
e
s k
e
y
boardin
g
,
 
filing
 a
nd 
o
ffice
 
p
r
o
g
r
a
m
m
ing 
a
bili
t
y
, i
n
cluding
 
the
 
use of Mi
c
roso
f
t
 
W
ord, E
x
c
e
l and 
Acce
ss
 
datab
a
s
e
s.
Abili
t
y
 
to di
r
e
c
t the w
o
rk
 
of others.
Abili
t
y
 
to
 c
ommunic
a
te ef
fe
ctiv
e
l
y
 
with staff and
 
publ
i
c 
a
nd maintain 
e
ffect
i
ve public
 
r
e
lations.
Knowl
e
d
g
e
 
of
 
and flu
e
nc
y
 
in the E
n
g
lish la
n
g
uag
e
,
 
g
r
ammar 
a
nd s
p
ellin
g
.
 
Requir
e
s a h
i
g
h lev
e
l of
 
a
cc
u
r
a
c
y
 
a
nd 
a
ttention to detail.
W
i
l
l
i
n
g
n
e
ss to maintain 
s
kills 
i
n above-mentioned 
a
r
e
a
s thro
u
g
h
 
a
c
tive 
p
art
i
cipation in
 
appro
p
ri
a
te lib
r
a
r
y
 
skills learni
n
g
 e
x
peri
e
nces.
) (
WORK
 
CON
D
ITIONS
 
AND
 
P
HYSICAL
 
REQUIREMENTS:
) (
This
 
work
 
is
 
per
f
o
r
med
 
in
 
an
 
offi
c
e
 
environment
 
but
 
does
 
invo
l
ve
 
l
i
fting
 
or
 
c
a
r
r
y
i
n
g
 
up
 
to
 
50
 
pounds
 
and
 
pushing
 
and
 
pul
l
ing
 
obje
c
ts
 
on
 
whe
e
ls
 
wei
g
hi
n
g
 
6
0
-80
 
pounds.
 
Fle
x
ible
 
work
 
hours
 
r
e
quir
e
d, includi
n
g
 
poss
i
ble ev
e
ni
n
g
 
a
nd 
w
e
e
k
end
 
hours.
 
T
y
pi
n
g
 
test 
r
equir
e
d.
) (
APPROVE
D
 
BY:
) (
D
e
p
a
rtment 
H
e
a
d
) (
D
a
te
) (
________________________________
 
Human Resou
r
ces Director
) (
_______________________________
 
D
a
te
) (
________________________________
 
Ci
t
y
 
Administrator
) (
_______________________________
 
D
a
te
) (
The
 
above
 
is
 
in
t
end
e
d
 
to
 
des
c
ribe
 
the
 
gen
e
r
al
 
content
 
of
 
the
 
requir
e
m
e
n
ts
 
f
or
 
the
 
per
f
o
rmance
 
of
 
this
 
j
ob.
 
I
t
 
i
s
 
not
 
to
 
b
e
 
constru
e
d
 
as
 
an
 
e
x
haustive
 
statement
 
of
 
duti
e
s,
 
r
e
sponsibi
l
it
i
es
 
or
 
r
e
quir
e
ments.
)
