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_____________________________________________________________________________________________


AIR FORCE STANDARD CORE PERSONNEL DOCUMENT (SCPD)
ORGANIZATION:

SCPD NUMBER:
9G086

SUPV LEVEL CODE:
  8
COMP LEVEL CODE:
SS5A

TARGET GRADE:
07
FLSA:
Non-Exempt

JOB SHARE:

CAREER PROG ID:


SENSITIVITY:

BUS:


EMERGENCY ESS:

DRUG TEST:


KEY POSITION:

POSITION HIST:
See Notes To Users


____________________________________________________________________________________________

CLASSIFICATION:  Library Technician, GS-1411-07

DUTY TITLE:  

____________________________________________________________________________________________

ORG & FUNC CODE:


1ST SKILL CODE:
100%
DWF
Library Techn/Aid


2ND SKILL CODE:


3RD SKILL CODE:


____________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 6/13/97

CLASSIFICATION CERTIFICATION:  SCPD adequately and accurately reflects the local work situation to meet classification, staffing, and performance management purposes.

________________________________________________________           _________________

CLASSIFIER’S SIGNATURE


                   DATE

____________________________________________________________________________________________

SUPERVISOR’S CERTIFICATION:  I certify that this Standard Core Personnel Document is an accurate statement of the major duties, knowledges, skills, and abilities, responsibilities, physical and performance requirements of this position and its organizational relationships.  The position is necessary to carry out government functions for which I am responsible.  This certification is made with the knowledge that this information is to be used for statutory purposes relating to appointment and payment of public funds and that false or misleading statements may constitute violations of such statutes or their implementing regulations.

________________________________________________________           _________________

SUPERVISOR’S SIGNATURE


                   DATE

____________________________________________________________________________________________

PERFORMANCE PLAN CERTIFICATION:
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Date

Reviewer

Date

Employee*

Date


*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To provide technical support to a librarian by performing a wide variety of public and technical services.  Serves as the principal assistant to the base librarian and substitutes as the employee-in-charge in the absence of the librarian.  Usually oversees a specific area of library operations.
The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

____________________________________________________________________________________________

DUTY 1:








%
Critical



Under the direction of the librarian, serves as the point of contact for most technical aspects of library procurement/acquisitions process.  Ensures all procurement orders are prepared, verified, and processed in accordance with Air Force Library and Information System procurement guidelines, regulations, general library philosophies, and funds procedures for various fund sources.  Researches a broad spectrum of standard library references and professional materials as well as more obscure information sources to collect bibliographic data required for ordering.  Orders and processes different types of library materials within budget guidelines, comparing prices and services offered by competing vendors.  Monitors expenditures versus allocation for fund accounts.  Monitors receipt of all orders, ensures payment is made, and routinely checks outstanding contracts.  Posts and revises library balance records and library financial records for correctness.  Projects funding for library programs and compares to budget, notifying librarian of results.  Maintains and monitors maintenance agreements, equipment repairs, custodial services, and library supplies.  Provides supervisor with necessary figures for quarterly financial updates and the annual report.  Recommends changing vendors in order to get more reliable subscription service. 

STANDARDS:
A.  Almost always accurately prepares, verifies, and processes requisition and acquisition documents for a wide range of library materials within proper time frames.

B.  Typically monitors library expenditures and account balances in an accurate manner.

KSA:  1, 4, 5, 6  

____________________________________________________________________________________________

DUTY 2:








%
Critical



Provides ready reference services to library clientele by locating bibliographic information using standard library reference tools such as guides, indexes, bibliographies, professional directories, current card catalog, CD-ROMs, and 

on-line databases.  Reference questions often contain inaccurate and incomplete information which may require locating outside sources such as publishers, authors, private organizations, etc.  Devises and adapts various search strategies within

the library’s holdings and the interlibrary loan network to locate obscure materials requested by patrons or to respond to requests for materials from other libraries.  Recommends limiting or terminating borrowing privileges for libraries that habitually fail to return borrowed materials.  Assists library customers with all public access library equipment and explains basic searching techniques to locate material in the public access catalog, periodical index, electronic storage files, and other finding aids. 

STANDARDS:
A.  Routinely provides ready reference services to library patrons in an effective manner.

KSA:  1, 2, 4, 6 

____________________________________________________________________________________________

DUTY 3:








%
Critical



Performs descriptive and copy cataloging where the bibliographic characteristics may be relatively difficult to determine and cataloging decisions are adapted or changed from standards to meet specific library requirements.  Uses and adapts standard cataloging rules to catalog material in a variety of formats and applies knowledge of the automated cataloging system when cataloging in machine-readable format.  Utilizes the on-line public access catalog and on-line databases such as Dialog and OCLC First Search to prepare bibliographies for special collections.  Classifies and catalogs materials to make them accessible to library users through public catalogs.  Ensures catalog records are accurate and current by maintaining name and subject authority control records.

STANDARDS:
A.  With few exceptions correctly performs descriptive and copy cataloging.

B.  Ordinarily utilizes on-line databases and computer systems effectively to facilitate cataloging duties.

KSA:  1, 4, 6

____________________________________________________________________________________________

DUTY 4:








%
Critical



Administers the day-to-day operation of the circulation desk.  Organizes, plans, implements, and evaluates the circulation and loan desk policies, procedures, and processes; recommends improvements to the librarian.  Operates and controls the automated circulation system, and tracks and compiles statistics for recurring reports.  Trains staff in the charging and discharging of library materials, maintenance of reserve book lists, and the preparation of overdue notices within the automated library system.  Resolves problems in registration, overdue books, circulation, loans, damage, or loss of materials surfaced by lower level technicians.  Manages library stacks and shelving.  Ensures books and other materials 

are in correct order and are neatly maintained.  Responsible for weeding collection of damaged, old and unused books,

and other materials, recommends book titles for purchase and inclusion in the collection.  Trains personnel in and manages the accomplishment of the required periodic library inventory.  Prepares inventory adjustments, reports, and records updates, including on-line databases for the inventory.  Interprets and applies complex rules covering circulation procedures, reserves lists, and patron’s requests so that additional materials may be ordered to satisfy patron demand; recommends changes to procedures to improve the circulation process.  Develops work schedules and ensures sufficient coverage of reception and circulation desk.  

STANDARDS:
A.  Normally administers the day-to-day operation of the circulation desk in a competent manner.

B.  Almost always effectively trains lower grade staff in library circulation procedures.

KSA:  1, 2, 3, 4, 5, 6 

____________________________________________________________________________________________

DUTY 5:








%
Critical



Administers library programs, such as the summer reading program, children’s programs, and book rental program.  Oversees specific areas of library operations.  Works with the librarian to develop publicity and marketing program events, including design of flyers, posters, displays, and preparation and submission of news releases.  Prepares bibliographies on assigned program themes using library resources.  Assists the librarian in evaluating programs; makes recommendations for improvement and expansion of library programs.  

STANDARDS:
A.  With few exceptions, promptly assists in developing an effective library public relations program.

KSA:  1, 3, 6 

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of a body of standardized library rules, procedures, and operations related to one or more library functions, such as those used to maintain the collection, locate information, process library materials, or assist clientele with unusual or complex inquiries; and library operating policies, circulation procedures, ready reference sources, and basic operation of user-access equipment.

2  Knowledge of several interlibrary loan sources and standard verification and request procedures to locate and borrow items where requests are frequently incomplete or contain incorrect citations.

3.  Knowledge of programs in a general library to conduct special events, locate materials for exhibits on a given theme, and prepare announcements of events and programs for bulletin boards and employee newsletters.

4.  Knowledge of one or more automated databases associated with a specific library function to support office and library operations and produce a variety of documents and reports.

5.  Ability to prepare, verify, and process material acquisition documents within budget guidelines, comparing prices and services offered by competing vendors.

6.  Ability to communicate effectively, both orally and in writing, with a diverse group of individuals, using a high degree of tact and diplomacy

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position




Level 1-4
550 Points

-- In-depth or broad knowledge of a body of library regulations, procedures, and policies related to one or more library functions or specializations.

-- Knowledge of large bibliographic databases and local modifications of standard classification and bibliographic categories to access cataloging records and adapt or change bibliographic information to meet specific library classification requirements.

-- Knowledge of the wide variety of interrelated steps and procedures required to order and process different types of library materials within budget guidelines, comparing prices and services offered by competing vendors.

-- Knowledge of the public access catalog, periodical index, and other finding aids to assist clientele in finding information in the library’s collection.

-- Knowledge of a variety of standard reference sources to answer ready reference questions.

-- Knowledge of library operating policies, circulation procedures, ready reference sources, and basic operation of user-access equipment to serve as the employee-in-charge of the library in the absence of the librarian.

-- Knowledge of several databases and manual files used by a large library with several specialized collections to locate material requested by patrons or borrowing libraries.

Factor 2, Supervisory Controls





Level 2-3
275 Points

The supervisor outlines objectives, priorities, and deadlines and provides guidance on dealing with unusually involved

or one-of-a-kind situations.  Employee independently plans and carries out the successive steps to complete library support duties and uses established library techniques and methods to resolve problems and deviations, such as materials that are difficult to locate, clients who request unusual services, or unusual error messages from automated systems.  The supervisor reviews completed work for appropriateness, technical soundness, and conformity to policy and requirements.  The work methods used are not normally reviewed in detail.

Factor 3, Guidelines






Level 3-3
275 Points

Established library techniques and methods are available, but they are not completely applicable to many aspects of 

the work.  For example, the technician uses experienced judgment on the fragility of an item or its reproducibility in determining whether another library may borrow the document, whether it may obtain a photocopy, or whether it must 

be referred to another source.  The technician uses judgment to interpret guidelines, adapt procedures, decide approaches, and recommend solutions to specific problems including locating seldom used or obscure materials.  The technician analyzes the results of applying guidelines and recommends changes.  These changes may include suggesting changing vendors in order to get more reliable subscription service.

Factor 4, Complexity






Level 4-3
150 Points

The work involves performing various duties involving the use of different and unrelated procedures and methods in support of major library functions, such as acquisition, cataloging, reference, or circulation.  Different procedures may

be required, functions assigned are relatively broad and varied, or procedures are interrelated with other systems.  Employee identifies the nature of the problem, question, or issue and determines the need for and obtains additional information through oral or written contacts and by reviewing operating procedures, library policies, and standard references.  Employee makes recommendations or takes action based on a case-by-case review of the issues or problems involved in each assignment or situation, taking into account interrelationships among various sources of materials, databases, or vendors/publishers.

Factor 5, Scope and Effect





Level 5-3
150 Points

The purpose of the work is to serve as a point of contact for most technical aspects of assigned support function and/or

to apply numerous established practices to treat a variety of problems or situations in the organization, or to locate and provide information.  The work results in recommendations, solutions, or reports that directly affect the library’s ability 

to meet clientele information needs in the most effective and efficient manner.

Factor 6, Personal Contacts





Level/Points (See Factor 7)

Contacts are with employees in the same agency, but outside the immediate organization, such as clientele and personnel in supply or computer services.  May have contact with vendors or publishers who are interested in doing business with the library or with family members of military personnel or schoolchildren.

Factor 7, Purpose of Contacts





Level 6/7-2B
75 Points

The purpose of the contacts is to plan and coordinate actions to correct or prevent errors, delays, or other complications involved in organizing and processing library information.

Factor 8, Physical Demands





Level 8-2
20 Points

The work requires some physical exertion, such as long periods of standing; or recurring activities, such as bending, crouching, stooping, stretching, reaching, pushing loaded book trucks, or recurring lifting of moderately heavy items,

such as boxes of books or journals.

Factor 9, Work Environment





Level 9-1 
5 Points

Work involves everyday risks or discomforts associated with libraries, offices, and meeting and training rooms. 

Work areas are adequately heated, lighted, and ventilated.

____________________________________________________________________________________________

Other significant facts pertaining to this position are: 
1.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and/or holidays.

2.  Employee is in charge of the branch in the absence of the librarian.  Opens and secures the building at these times in accordance with the security checklist, reporting unusual problems or occurrences to the librarian.  When working alone, opens and/or closes the library and starts up and/or shuts down computer systems and LANs.  Trains and assists lower grade employees in library procedures.

3.  Typing and computer operation is performed, however, a qualified typist is not required.

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:  

CLASSIFICATION STANDARD(S) USED:  OPM Position Classification Standard for Library Technician Series, GS-1411, TS-127 dated October 1993.

GS-07 Point Range:  1355 - 1600

Total Points:  1500

Grade:  GS-07

CLASSIFICATION REMARKS: 

NOTES TO USERS:

SCPD was updated 05/28/03.  The following updates were made:

Updated SCPD developed and classified office symbol to HQ AFPC/DPCMC.

Non-critical duties were changed to critical duties.

Number of KSAs was revised from 7 to 6 and KSAs were re-linked to the duties of the position. 

*Performance standards, as needed, were changed from absolute to non-absolute.

*Performance standards may be edited locally but changes must be in accordance with appropriate appraisal guidance.  Absolute performance standards are acceptable only in cases where a single failure would result in loss of life, injury, breach of national security, or great monetary loss.
__________________________________________________________________________________________________
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