 (
CI
T
Y
 
OF
 
S
U
N
 
PR
AI
RI
E
 
J
O
B
 
DESC
R
I
P
T
I
O
N
) (
Ad
m
i
nis
t
r
a
tiv
e
 
A
ssi
s
t
ant
) (
DE
P
A
R
T
MENT:
 
L
i
b
rary
CLAS
S
I
F
IC
A
TION:
 
N
on-Union
) (
RE
P
ORTS
 
T
O:
 
L
ib
r
ary
 
Di
r
e
c
tor
REVISION
 
DATE:
 
Ma
rc
h 24, 2015
) (
G
ENER
A
L
 
P
UR
P
OS
E
:
Mana
ge
s
 
a
 
v
ari
e
t
y
 
of
 
i
n
fo
r
mation
 
and
 
documen
t
ation
 
for
 
all
 
l
i
br
a
r
y
 
staff;
 
ensur
e
s
 
t
h
at
 
libra
r
y
 
information
 
is
 
pr
o
cessed
 
p
r
o
m
p
tl
y
 
and
 
a
c
c
ur
a
te
l
y
;
 
performs
 
routine
 
cle
r
i
c
al
 
work,
 
including
 
t
he
 
compil
i
ng,
 
r
ec
o
r
di
n
g
 
and
 
fili
n
g
 
o
f
 
dai
l
y
 
i
n
formation
 
for
 
quick
 
a
c
c
ess.
 
Maintains
 
and
 
r
ec
o
rds
 
a
ll
 
libra
r
y
 
fin
a
n
c
i
al
 
data
 
a
n
d
 
trans
a
ctions.
 
P
rints
 
st
a
t
i
st
i
c
a
l
 
r
e
ports.
 
Assists
 
in
 
PR
 
fun
c
tions,
 
such
 
as
 
w
e
b
 
man
a
gement
 
and
 
des
i
g
n;
 
ma
i
ntains
 
conta
c
t
 
information,
 
provides
 
c
orr
e
spond
e
n
ce
 
and
 
or
de
rs,
 
pos
t
s
 
and
 
prints
 
g
raphic
 
materi
a
ls.
 
Ov
er
s
e
es me
e
ti
n
g
 
r
oom 
r
eserv
a
tions.
) (
E
S
S
E
N
T
IAL
 
JOB
 
F
UNCTI
O
NS:
Maintains all libra
r
y
 
trust fund d
a
ta 
a
nd t
r
ansa
c
ti
o
ns.
 
Uses exis
t
ing
 
Qui
c
k
B
ook
s
 
datab
a
se to en
t
er d
e
posit
 
transa
c
tion
s
.
 
P
r
e
pares c
h
e
c
k r
e
quisitions.
 
P
rep
a
r
e
s inv
o
ices
 
and r
e
ports 
f
o
r month
l
y
 
L
ib
r
a
r
y
 
B
o
a
rd meetin
g
s.
 
Prep
a
r
e
s d
o
cumentation
 
for
 
a
nnual
 
audit.
 
C
o
l
l
e
c
ts, bal
a
n
ce
s
 
and 
a
ccounts for
 
monies
 c
oll
ec
ted or
 
d
u
e the Ci
t
y
 
and/or
 
L
ib
r
a
r
y
 
T
r
ust, us
i
n
g
 
ci
t
y
 
d
a
tab
a
ses,
 
L
a
serfich
e
,
 
M
i
croso
f
t E
x
c
e
l and Micro
s
oft
 
A
cce
ss.
Per
f
o
r
ms k
e
y
boardi
n
g
 
a
n
d data 
e
nt
r
y
, in
c
ludi
n
g
 
m
emos, lette
r
s, r
e
ports,
 
co
r
r
e
spon
d
en
c
e and me
e
t
ing
 
minutes
 
as need
e
d 
b
y
 
libra
r
y
 
dir
ec
t
o
r and st
a
ff
.
 
Mana
g
e
s and
 
t
ra
c
ks mee
t
ing
 r
oom 
r
eservations, close
l
y
 
f
ollowi
n
g
 
libra
r
y
 
p
ol
i
cies.
 
 
Upd
a
tes m
a
iling
 
list
s
; p
r
ep
a
r
e
s
 
and s
e
nds d
i
g
ital and print
 
fo
r
m letters 
a
nd
 
r
e
lat
e
d
information for
 
mass ma
i
lin
g
.
 
This 
i
ncludes p
re
pa
r
i
ng
 
the m
a
t
eri
a
l to be sent out
 
and
 
making
 
c
op
i
es necessa
r
y
 
b
y
 
usi
n
g
 
photoco
p
y
 
e
qu
i
pment.
Mana
ge
s invento
r
y
 
for
 a
l
l
 
inter
-
d
e
p
a
rtmen
t
al
 
L
i
b
r
a
r
y
 
of
f
ice supplies, incl
u
ding
 
ord
e
ri
n
g
, trackin
g
,
 
rec
e
i
p
t and delive
r
y
.
 
Ma
na
ge
s
 
v
arious o
f
fice ma
c
hines,
 
including
 
thr
e
e
 
photocopi
e
rs.
Col
l
e
c
ts, compiles
 
and mana
g
e
s all ti
m
esheet r
ec
o
rds
 
and p
a
y
roll.
Mana
ge
s dai
l
y
 
mail tr
a
n
s
action
s
, in
t
ern
a
l m
a
ilbox org
a
ni
z
ation
 
and Ci
t
y
 
Hall
 
co
r
r
e
spon
d
en
c
e and deli
v
e
r
y
.
Provides information wh
e
n r
e
ques
t
ed, 
a
ns
w
ers
 
g
en
e
r
a
l inquiries
 
and 
s
erv
es
 
as libr
a
r
y
 
conta
c
t.
Fac
ili
t
ates various 
P
R/m
a
rk
e
ti
n
g
 f
un
c
tions
 
and web mana
ge
m
ent fun
c
tio
n
s us
i
ng
 
D
r
up
a
l, Microso
f
t Publ
i
sher and oth
e
r software
 a
s
 
ne
e
d
e
d.
Sch
e
dules 
a
nd maintains
 
c
a
lendar 
f
un
c
tions.
Assists at
 
I
nf
o
rmation 
a
n
d
 
Circulation De
s
k, prov
i
ding p
a
tron
 
assistan
c
e
 
a
n
d support.
 
L
earns the
 
lib
r
a
r
y
’s integrated libr
a
r
y
 
s
y
stem sof
t
war
e
.
H
a
ndles 
a
nd 
d
eposits ch
e
cks/c
a
sh.
)
 (
REQUIREMENTS
 
OF
 
THE
 
W
O
R
K
:
 
This posi
t
ion requir
es
 the 
a
bili
t
y
 
to:
Und
e
rst
a
nd 
a
nd
 
e
x
e
c
ute
 
oral and 
w
ritten instruct
i
ons.
Good bookk
ee
pi
n
g
 
skil
l
s r
e
quir
e
d to 
ma
int
a
in 
a
c
c
ur
a
te re
c
o
r
ds
 
and 
c
omprehensive
 
files.
 
R
equir
e
s a h
i
g
h s
c
hool d
i
ploma or 
e
quivalent wi
t
h cle
r
ic
a
l and m
a
t
h
ematics
 
cours
e
s, and
 
s
ev
e
ral
 
y
e
a
r
s of gen
e
r
al of
f
ice clerica
l
 e
x
peri
e
n
ce
.
 
B
a
c
h
elor
’
s
 
degr
e
e
 
pr
e
fer
re
d.
Col
l
e
c
t,
 
collate
 
and
 
g
ather
 
information
 
and
 
make
 
computations
 
that
 
ass
i
st
 
in
 
dep
a
rtme
n
t 
a
ctivit
i
es.
Maintain 
c
onfid
e
ntiali
t
y
.
Establish and maintain 
e
f
f
ec
tive w
o
rking r
e
lations
 
with c
o
-wo
r
kers and the publ
i
c.
Make
 
work-related
 
d
e
cis
i
ons
 
in
 
ac
c
o
r
d
a
n
c
e
 
with
 
dep
a
rtme
n
t
 
pol
i
cies
 
and
 
r
e
g
ulations
 
with a minimum
 
of supervision.
K
e
y
bo
a
rd a mini
m
um of 45 wpm me
a
sur
e
d 
b
y
 
a
 
n
et sco
r
e
 
on
 
a stand
a
rd 
t
y
p
ing
 
test.
Fa
mil
i
ari
t
y
 
with
 
wo
r
d
 
p
roc
e
ssi
n
g
,
 
sp
r
eadsheet,
 
and
 
data
b
ase
 
p
r
o
g
r
a
ms
 
as
 
well
 
as
 
spe
c
iali
z
ed bookk
ee
pi
n
g softw
a
r
e
.
E
x
peri
e
n
c
ed
 
I
nt
e
rn
e
t
 
na
v
i
ga
tion.
F
le
x
ib
l
e 
a
nd 
a
d
a
ptable to
 
a 
fa
st p
a
c
e
d o
f
fice envi
r
onment.
A
cc
u
r
a
c
y
, o
r
gani
z
ational and 
a
ttentio
n
-to-d
e
tail 
s
k
i
lls nec
e
ssa
r
y
.
 
W
ork ni
g
hts and 
w
e
ek
e
n
ds if ne
ce
ss
a
r
y
.
D
r
iving
 
requir
e
d.
) (
WORK
 
CON
D
ITIONS
 
AND
 
P
HYSICAL
 
REQUIREMENTS:
) (
W
ork is per
f
o
r
med under
 
g
e
n
er
a
l 
o
f
f
ice conditions.
) (
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
T
h
e ab
o
v
e is 
int
e
n
d
ed
 
to
 
describe t
h
e 
g
e
n
eral
 
c
o
n
t
e
n
t 
o
f the requ
i
r
e
m
e
n
ts 
f
or
 
t
he
 pe
r
f
o
r
m
a
nce 
o
f
 
t
h
i
s 
jo
b.
 
It
 
is
 no
t to
 
be
 
con
s
t
ru
e
d
 
as 
a
n
 
ex
h
austive 
s
ta
t
e
m
e
n
t of
 
d
u
tie
s
, 
r
espon
si
bili
t
i
e
s or
 
re
q
u
i
r
e
m
e
nt
s
.
)
