Library Supervisor

SUMMARY: 

Supervises a library circulation desk and its staff.

DUTIES AND RESPONSIBILITIES: 

1. Supervises and trains staff/student employees, interns, and/or volunteers performing related work; may participate in the recruitment of volunteers, as appropriate to the area of operation.

2. Works with E-Reserves and other specialized tasks.

3. Checks in and checks out library materials.

4. Renews and verifies the circulation status of library materials.

5. Enters call numbers or other specific numerical data into the library's automated system.

6. Types memoranda, letters, and other documents, and performs related clerical duties.

7. Provide coverage at the circulation desk.

8. Answer patron questions.

9. Performs copy cataloging using OCLC and Libros.

10. Performs library database searches.

11. Light cleaning (dusting, picking up debris, etc.)

12. Schedules and checks in/out study rooms.

13. Processing mail.

14. Scanning documents.

15. Some general clerical work.

16. May perform research for professors or departments.

17. Performs miscellaneous job-related duties as assigned.

MINIMUM JOB REQUIREMENTS:
At least 1½  years of directly related experience.

KNOWLEDGE, SKILLS, AND ABILITIES REQUIRED:
· Knowledge of library cataloging rules and procedures.

· Knowledge of library check-in and check-out procedures.

· Skill in the use of automated library systems.

· Clerical, word processing, and/or office skills.

· Spanish speaking preferred, but not required.

· Ability to operate computers and microform readers-printers.

