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CLASSIFICATION:  Library Aid, GS-1411-03

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.
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SUPERVISORS 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.
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PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To provide technical support to a librarian by performing a variety of public and technical services.
The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

____________________________________________________________________________________________

DUTY 1:








%
Critical



Checks library materials in and out at the main circulation desk.  Verifies patrons are authorized to use the facility.  Registers new patrons, issues library cards, and files applications.  Explains library rules, regulations, circulation procedures, and entitlements to library users/volunteers.  Accepts payments from patrons for lost or damaged materials, makes appropriate entries in accountability log, and prepares cash receipts.  Takes requests for reserves and interlibrary borrows, and checks to see that requests for specific items are filled.  Keeps current record of overdue materials, and contacts borrowers by telephoning or issuing overdue notices.  Compiles and records statistics on library use.

STANDARDS:
A.  Routinely provides prompt and efficient assistance to customers with circulation responsibilities.

B.  With few exceptions, accurately handles cash and makes proper accounting of moneys.

C.  Typically assists patrons by answering questions regarding library services in a courteous manner.

KSA:  1, 2, 4, 5 

____________________________________________________________________________________________

DUTY 2:








%
Critical



Shelves books, magazines, and other library materials in accordance with various systems used in the library.  Ensures that all library materials which are returned or used in-house are reshelved in correct order.  Reviews all areas

of the library’s collection including books, microfiche, compact discs, audiocassettes, and videocassettes to ensure library materials are in correct order in their storage areas.  Removes obsolete/damaged materials from assigned areas of collection under direction of librarian.  Makes minor repairs to library materials.  Assists with annual inventory of collection by checking shelves, shelf list records, and circulation files.  Processes books and nonbook library materials including labeling, stamping, and bar-coding for circulation or reference use.

STANDARDS:
A.  Usually shelves a variety of library materials accurately.

B.  Accurately processes library materials in accordance with established procedures.

KSA:  1, 2 

____________________________________________________________________________________________

DUTY 3:








%
Critical



Accesses, enters, retrieves, or corrects routine information in automated databases using a few simple screens.  

Processes incoming books and periodicals by logging in and entering Library of Congress catalog card numbers into the computer to print catalog cards and spine or jacket labels with call numbers.  Activates electronic database to generate overdue notices, verifies report and material status, maintains daily log, and initiates procedures to distribute notices.  Directs queries into specific automated databases to answer questions concerning interlibrary loans or bibliographic information.  Notifies lead technician of bibliographic discrepancies.

STANDARDS:
A.  Accurately queries databases for requested information.

B.  Properly and promptly inputs information in accordance with system and library procedures.

KSA:  1, 2, 4

____________________________________________________________________________________________

DUTY 4:








%
Critical



Performs routine clerical tasks, such as answering the telephone, taking messages, and referring callers or visitors to appropriate staff members.  Maintains and updates files of library cards of books, reports, and other library information.  Picks up, sorts, and distributes mail.  Processes periodicals and types material or enters it into computer databases.  Makes routine purchases, reports discrepancies in orders, renews subscriptions, disposes of discarded items, prepares final copies, and maintains record files.

STANDARDS:
A.  Properly and promptly performs routine clerical tasks in accordance with established procedures.

B.  Courteously receives, greets, and answers questions of visitors and promptly answers telephone calls.

KSA:  1, 2, 3, 4, 5

____________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Knowledge of library services, practices, and procedures.

2. Knowledge of basic and well-established library procedures related to routine and repetitive aspects of such library functions as circulation, acquisition, interlibrary borrowing, disposal of library materials, and collection maintenance

and preservation.

3.  Knowledge of general clerical office procedures.

4.  Knowledge of one or a few simple automated databases to access, enter, retrieve, or correct routine information related to the individual library’s holdings using well-established and clear-cut procedures.

5.  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 1-2
200 Points

-- Knowledge of basic and well-established 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 routine inquires.

-- Knowledge of circulation procedures to charge library materials in and out, making changes in records to reflect status.

-- Knowledge of Dewey Decimal System and other shelving schemes in order to shelve all library materials.

-- Knowledge of a few simple automated databases to access, enter, retrieve, or correct routine information related to the individual library’s holdings using well-established and clear-cut procedures.

-- Knowledge of a commonly used source for interlibrary borrowing.

-- Knowledge of general clerical office procedures.

Factor 2, Supervisory Controls





Level 2-2
125 Points

The supervisor or a senior employee provides instructions on recurring assignments by indicating what is to be done, applicable policies and procedures to follow, deadlines, and priority of assignments.  Standing instructions may cover detailed steps involved in charging library materials in and out, borrowing materials from other libraries, or accessing 

and modifying cataloging records.  The supervisor provides additional specific guidance and reference sources on new

or difficult assignments.  Employee refers situations not covered by initial instructions or precedents to the supervisor for assistance.  The supervisor evaluates the accuracy and adequacy of completed work and methods used through indicators, such as the frequency and nature of problems.

Factor 3, Guidelines






Level 3-1
25 Points

Specific, detailed guidelines, such as library procedural manuals and checklists, standard formats and forms, and microcomputer operating instructions, cover the important aspects of the work assigned and are readily applied.  Follows clear-cut guidance and instructions.  The employee must adhere to the established guidelines and refer deviations or questions to the librarian or higher grade technician for assistance or resolution.

Factor 4, Complexity






Level 4-2
75 Points

The work involves performing related procedural duties or technical operations of limited scope or difficulty.  The employee makes decisions involving choices by selecting from among clearly recognizable alternatives.  Actions taken

are similar although the specific pattern of actions taken may differ.

Factor 5, Scope and Effect





Level 5-1
25 Points

Performs limited, repetitive, or closely related tasks, such as logging in newly accessioned library materials, stamping

and filing cards, and/or verifying repetitive kinds of data.  Assignments facilitate the work of higher grade employees

and clientele, relieving them of some of the more routine duties.

Factor 6, Personal Contacts





Level/Points  (See Factor 7)

Contacts are with employees in the immediate organizational unit or in closely related units or with clientele in highly structured situations such as charging library materials in and out and notifying customers that reserved materials are available.

Factor 7, Purpose of Contacts





Level 6/7-1A
30 Points

The purpose of the contacts is to obtain, clarify, or provide information related to library functions, such as informing 

a client that a reserved book has arrived.

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/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 holidays.

2.  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-03 Point Range:  455 - 650

Total Points:  505

Grade:  GS-03

CLASSIFICATION REMARKS:  

NOTE(S) TO USERS:

1.  At level 2-2, some employees work more independently than others.  Over a period of time, they have developed knowledge of the library’s objectives, priorities, alternative methods, and operating policies and procedures that influence how library support work is done, and the kind of adaptations or exceptions that can be made.  These employees carry out recurring assignments with less initial or in-progress supervisory consultation, although deviations from “standing instructions” still must be approved by the supervisor.

2.  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.

*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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