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CLASSIFICATION:   Supervisory Librarian, GS-1410-11 

DUTY TITLE:  

__________________________________________________________________________________________________
ORG & FUNC CODE:

1ST SKILL CODE:    100
%

DVXBLN
Librarian/Installation

2ND SKILL CODE:
%

3RD SKILL CODE:
%

__________________________________________________________________________________________________

SCPD DEVELOPED AND CLASSIFIED BY:  HQ AFPC/DPCMC, 12/22/97

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 SCPD 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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                   DATE
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PERFORMANCE PLAN CERTIFICATION:
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*Signature acknowledges receipt.  It does not indicate agreement/disagreement.

PURPOSE OF POSITION AND ORGANIZATIONAL LOCATION:  

The primary purpose of this position is:  To serve as the sole professional librarian responsible for directing all aspects of a full-service library program and supervising library personnel.

The organizational location of this position is:  

____________________________________________________________________________________________

ORGANIZATIONAL GOALS OR OBJECTIVES:  

____________________________________________________________________________________________

DUTY 1:









%
Critical

 

Directs library or information center functions to provide information services to the organization and its customers.  Responsible for the full scope of library operations including administration, management, technical, and public services.  Establishes internal procurement policies and procedures, fiscal and accounting processes, facility management, and space allocation for the library or information center.  Develops budgets and establishes short and long-range library plans.  Compiles various reports and analysis of library operations.  Develops/executes procedures to regularly evaluate program effectiveness and risk management.  Responsible for providing reference and research services and recommending needs of the organization.  Performs selective dissemination of information.  Responsible for establishing and maintaining circulation and interlibrary loan services.  Responsible for collection management including the acquisition, organization, maintenance, preservation, and removal of materials for the collection in support of the mission (i.e., organization, institution, or installation).  Plans and implements technological applications to improve user access and promote efficient operations.  Performs liaison with user groups, attends professional meetings, conferences, workshops, seminars; and establishes partnerships/networks with local, state, and regional organizations.  Maintains currency within the library profession.

STANDARDS:
A.  Almost always effectively manages and directs the operations of the library.

B.  With few exceptions, accurately develops budgets and maintains control of expenditures.

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

____________________________________________________________________________________________

DUTY 2:









%
Critical

 

Performs comprehensive reference services and literature searches for library customer.  Interviews and interacts with customer to establish user needs and requirements; devises appropriate search strategies; and handles advanced and complex subject matter.  Conducts computer inquiries of a variety of databases appropriate to the type of information required.  Formulates the search to support specialized and technical requests in a cost-effective and efficient manner.  Locates and selects appropriate sources using a broad range of current and retrospective sources in a variety of formats.  Accesses information resources, on-line computer data bases, other libraries, or external subject resources.  Develops and manages library homepage and/or web sites.  Performs abstracting and indexing duties to meet specialized user needs.  Compiles selective and comprehensive bibliographies, both annotated and unannotated, determining the approach to be taken and the methods to be used.  Prepares reading lists and bibliographies on a variety of technical subjects.  Plans and conducts library instruction seminars on library resources and services.  Implements and monitors established interlibrary loan policies and cooperative arrangements with participating institutions.  Establishes circulation policies and procedures to serve needs of customer.

STANDARDS:
A.  Routinely performs comprehensive reference services and technical literature searches for library customers in an effective manner.

B.  With few exceptions, appropriately plans and conducts library instruction seminars on library resources and services.

KSA:  1, 2, 6

______________________________________________________________________________________________

DUTY 3:









%
Critical

 

Performs original or modified descriptive cataloging, subject analysis, and classification of a wide variety of specialized information in all formats.  Bibliographic elements are not completely covered by cataloging rules, or require interpretation.  Subject categories are often too specialized to be included in published lists of subject headings and need to be adapted by the cataloger.  Uses OCLC (Online Computer Library Center) or other automated system in MARC format when required.  Catalogs, classifies, and assigns subject headings to information resources using Library of Congress subject headings, Dewey Decimal Classification, and other highly specialized cataloging systems such as the National Library of Medicine subject headings.  Develops and applies automatic data processing for cataloging and classification information.  Develops cataloging policies to ensure consistent application of cataloging rules and procedures, and agency policies and regulations.  Expands classification schedules and subject headings as needed.  Ensures catalog records are accurate and current.  Implements and maintains name and subject authority control records.  Acts as liaison for the organization with user groups that provide linkage for specialized cataloging systems.

STANDARDS:
A.  Routinely organizes (classifies) and catalogs materials effectively to make them accessible to library users through public catalogs.

B.  With few exceptions, effectively develops cataloging policies.

KSA:  1, 2, 6

_________________________________________________________________________________________________

DUTY 4:









%
Critical

 

Responsible for the acquisition of materials for the library collection.  Establishes internal procurement and quality processes to ensure appropriate accountability for library acquisitions.  Responsible for ensuring the most effective acquisition method is used to purchase or procure library materials.  Works with vendors to determine product identification, development, and availability.  Works with the procurement office to develop purchase agreements and statements of work for various library services.  Serves as the Contracting Officer’s Technical Representative (COTR) for library procurements.  Resolves problems with procurement activity, finance and accounting office, or vendors.  Develops, prepares, and justifies annual library budgets for personnel, books, journals, equipment, computer products, and supplies necessary to provide an effective and efficient library program.  Develops a selection plan to match resources and prioritizes requirements against available funding.  Reviews the acquisition of materials from central funds for approval/disapproval.  Monitors funding allocations, meets expenditure targets, and justifies unfunded requirements.  Plans for and selects new materials, and maintains selective removal and replacement of obsolete and worn materials for the collection.  Makes authoritative evaluations and recommendations on collection development in one or more subject-matter areas.  Selects all types of print and non-print media to meet the organizational, educational, or personal needs of the customers.  Develops collection management policies and ensures compliance.  Oversees the maintenance of the collection.

STANDARDS:
A.  Typically develops, prepares, and justifies library budget in an accurate manner, serving as the business manager for library acquisitions and COTR.

B.  With few exceptions, effectively evaluates and manages collection development.

C.  Routinely monitors funding allocations and library expenditures according to budget plan.

KSA:  1, 2, 4, 6

____________________________________________________________________________________________

DUTY 5:









%
Critical

 

Manages marketing program including outreach and publicity programs and special events such as exhibits of new materials, specialized bibliographies, commemorative events, or support programs.  Assists customer in providing specialized educational programs and technical resources that support the mission.  Coordinates with educational services office to support a variety of programs and classes through various colleges and universities.  Develops an annual publicity plan to promote use of library resources and services.  Plans and presents special programs or highlights themes dealing with a wide range of topics.  Oversees special events, activities, and development of displays and exhibits.  Writes news articles and coordinates their release to inform target customers of available resources and services.  Tracks marketing program costs and evaluates program effectiveness.  Develops and maintains contacts with professional and serviced organizations to promote specialized programs and exhibits.  Conducts tours, orientations, and prepares how-to instructions for library and catalog use, etc.

STANDARDS:
A.  Generally develops marketing plans and strategies appropriately to identify target customers, assess their needs, and inform them of available resources and services.

KSA:  1, 2, 3, 6

____________________________________________________________________________________________

DUTY 6:









%
Critical

 

Responsible for planning, evaluating, and recommending acquisition of computer software and equipment.  Advises management concerning automated library systems and other technologies available.  Evaluates effectiveness of the library’s automated services by determining requirements and conducting studies to improve systems operation.  Sets up hardware, loads software, and trains staff in use of new equipment.  Writes policies and procedures manuals for automated library operations.  Evaluates equipment and reviews software for the various functional areas of library operation.  Serves as coordinator of automation and systems, including local area network (LAN), wide-area network (WAN), and Internet, within the library system.  Instructs library personnel in the use of automated library computer systems, new software packages, adaptations and modifications of automated systems.  
STANDARDS:
A.  Typically directs computer automation support projects in an effective manner.

B.  Routinely instructs library personnel in the use of new software packages in an effective manner.

KSA:  1, 2, 4, 6

________________________________________________________________________________________________

DUTY 7:





     



   25%
Critical

 

Performs first level supervisory personnel management responsibilities.  Structures assignments and reviews work of subordinates based on priorities and deadlines, selective consideration of the difficulty and requirements of assignments, and the capabilities of employees.  Assures that mission and accuracy requirements are met; selects employees; hears and resolves grievances and complaints; initiates and advocates appropriate corrective and/or adverse action for performance or conduct, schedules and grants leave; and identifies training needs; develops and implements training plans.  Applies Equal Employment Opportunity principles and requirements to all personnel management actions and decisions, and ensures all personnel are treated in a manner free of discrimination.  Advises employees in advance of performance expectations.  Provides proper guidance and direction, continuous feedback on strengths and weaknesses, and holds employees responsible for satisfactory completion of work assignments.  Appraises performance within established Air Force guidelines and time frames.  Provides and advocates appropriate recognition and feedback for employee performance and contribution, using the full range of honorary and monetary awards.  Practices sound position management by periodically reviewing organization structures and functional assignments to ensure position descriptions are accurate. Ensures education in and compliance with security directives and good safety and health directives in all work areas. All known security violations are reported to the proper authority immediately when discovered.

STANDARDS:

A.  Personnel management actions taken for the organization are typically prompt, accurate, and well considered in terms of mission and EEO objectives.

B.  Consistently observes and complies with health, safety, and security directives.

C.  Ordinarily recognizes and arranges for training of subordinates in a timely manner.

KSA:  1, 2, 5, 6
_______________________________________________________________________________________________

RECRUITMENT KNOWLEDGES, SKILLS, AND ABILITIES (KSA):
1.  Professional knowledge of all aspects of library principles, concepts, methodology, operations, functions, and management to perform the professional and administrative duties of the position.

2.  Knowledge of the policies, procedures, systems, and interrelationships of the library, the library’s databases, on-line database searching and research techniques, capabilities of post-processing data sources, and the customer served to meet user requirements.

3.  Knowledge of marketing and publicity techniques and of the interests and needs of customer and organization served to promote library use.

4.  Knowledge of established procurement rules and regulations and internal organizational acquisition policies and those of various networked information centers.  A familiarity with publishers’ and suppliers’ methods of operation.

5.  Ability to supervise library employees using knowledge of personnel management regulations and procedures required to hire, train, and appraise employees, and skill to teach library techniques to employees.

6.  Ability to communicate orally and in writing to resolve a variety of information access problems and to convey to customers the full scope of library resources available.

____________________________________________________________________________________________

CLASSIFICATION CRITERIA:

Factor 1, Knowledge Required By The Position





Level 1-7
1250 Points

-- Thorough, professional knowledge of all aspects of library principles, concepts, methodology, operations, and management to accomplish assigned library functions.  Knowledge of Air Force library system policies and procedures.

-- Comprehensive understanding of the policies, procedures, systems, and interrelationships of the organization and customer served.

-- In-depth knowledge of marketing and publicity techniques and the ability to communicate orally in writing to resolve a variety of information access problems and to convey to customers the full scope of library resources available.

-- Knowledge of the interests and needs of customer and organization served to promote library use.

-- Ability to administer a marketing program to influence positive outcomes such as recognition or increased funding or staffing.

-- Knowledge of established procurement rules and regulations and internal organizational acquisition policies and those of various networked information centers along with a familiarity with publishers’ and suppliers’ methods of operation.  

-- Knowledge of bibliographic tools necessary and available for the preparation of complete and accurate order information. 

-- Knowledge of personnel policies and programs in order to supervise library employees.  Ability to direct, control, and evaluate employees in a library environment.

-- Knowledge of searching strategies and techniques in utilizing a variety of on-line and CD-ROM databases.

-- Knowledge of computer systems and equipment to plan, evaluate and recommend acquiring computer software and equipment to support extensive library functions.

-- Ability to identify and interpret a wide range of cataloging and classification rules and principles to catalog materials that deviate from standard approaches.

-- Ability to make authoritative evaluation and recommendation on collection development (addition to and deletions from the library’s collection) in one or more subject-matter areas in all formats, and including access to information outside the library walls.  

Factor 2, Supervisory Controls






Level 2-4
450 Points

The supervisor defines continuing areas of responsibility or long-term assignments, sets the general objectives, and indicates available resources.  Overall deadlines flow from the work situation.  The librarian is responsible for planning and carrying out the work, resolving most of the conflicts that arise, and integrating and coordinating the work with other functional areas.  Interprets policy, regulations, and directives on own initiative in terms of established objectives.  Work is reviewed from an overall standpoint in terms of feasibility, compatibility with other library or information program requirements, or effectiveness in meeting objectives or achieving expected results. 

Factor 3, Guidelines







Level 3-3
275 Points

Guidelines include library and agency information policies, regulations, and operating procedures; cataloging rules and formats; authorities lists; subject heading lists; professional and technical literature; accreditation standards; and federal contracting regulations.  The guides are not completely applicable to the work or have gaps in specificity.  The librarian uses judgment in interpreting and adapting the guides for application to specific situations in applying standard library practices to new situations and in relating new work situations to precedent ones.  In addition, the librarian analyzes the results of adaptations and recommends changes or improvements to the guidelines.

Factor 4, Complexity







Level 4-4
225 Points

Assignments typically consist of a variety of duties in one or more of the major library functions.  The incumbent is the sole professional librarian and manages all functions.  Decisions regarding what needs to be done include assessment of new or unusual circumstances, variations in approach, and/or incomplete or conflicting information.  Planning, coordination, and problem resolution are affected by the requirement to keep abreast of the often specialized information needs of the customer; diversity of customer information needs; the increasing quantity of information available and variety of sources; missing, vague, or conflicting bibliographic information; consideration of cost-effectiveness; and probable areas of future change in methods of accessing and disseminating information.

Factor 5, Scope and Effect






Level 5-3
150 Points

The purpose of the work is to apply established practices and techniques to investigate and analyze a variety of frequently encountered library problems, questions, or situations confronted in the management of a general library.  The librarian recommends solutions or courses of action.  The work affects other library personnel and the ability of customer to perform their missions.

Factor 6, Personal Contacts







Personal contacts are with patrons; military commanders and other personnel of all ranks; with personnel of other libraries, both federal and nonfederal; educational personnel; and a wide scope of other contacts in the local area.  Content of each contact is different and the role and authority of each party is identified and developed during the course of the contact.

Factor 7, Purpose of Contacts






Level 6-3 & 7-c


180 Points

The purpose of the contacts is to motivate or influence customer to fully utilize library programs and services; to resolve problems concerning issues such as policies governing hours of operation, user access to stacks, or on-line databases; to achieve objectives where there are conflicting views concerning issues such as which journal subscriptions to initiate, maintain, or discontinue; and to persuade higher management to provide support for the library from limited resources.

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; 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 typically 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.  Knowledge of a foreign language group appropriate to the position may be required. 

2.  This position is covered by an agency career program. 

3.  The employee may be required to work other than normal duty hours, which may include evenings, weekends, and holidays. 

____________________________________________________________________________________________

CLASSIFICATION SUMMARY:  

CLASSIFICATION STANDARD(S) USED:  OPM PCS for Librarian Series, GS-1410, TS-130 dated August 1994; and

OPM PCS for General Schedule Supervisory Guide, TS-123 dated April 1993.

Factor Level and Points for personal work:  1-7/1250; 2-4/450; 3-3/275; 4-4/225; 5-3/150; 63-7c/180; 8-2/20; 9-1/5

TOTAL POINTS:  2555

GS-11 POINT RANGE:  2355 - 2750

GRADE:  GS-11

CLASSIFICATION REMARKS: 

The supervisory duties were evaluated against the General Schedule Supervisory Guide (GSSG) as follows:

FACTOR LEVELS AND POINTS:  1-2/350, 2-1*/100, 3-2/450, 4A-2/50, 4B-2/75, 5-3**/340, 6-1/310

* Based on a reporting structure:  Librarian; MWR Chief; Base Commander; Wing Commander, a general officer.

** Based on highest level of base work of GS-05 or GS-06.

TOTAL POINTS = 1675

GS-08 POINT RANGE = 1605 - 1850

GRADE:  GS-08

The duties and responsibilities described are covered by the criteria contained in the GS-1410, Librarian Series.  In addition, this position meets the minimum criteria for coverage under the GSSG, therefore, this position is titled Supervisory Librarian.

The total value of the librarian position is determined more by the nature and scope of the library operations responsibility than by the specific nature and extent of supervisory duties inherent in the assignment.  This position primarily supervises library technicians ranging from GS-04 to GS-06.  However, in some positions, the supervisory responsibilities may be of greater weight in the evaluation of the position than the librarian responsibilities.  Therefore, the supervisory duties and responsibilities should be evaluated by reference to the General Schedule Supervisory Guide and classified accordingly. 

Refer to SCPD 9G042 for those situations where the librarian is not spending at least 25% of their time performing supervisory duties.

Final Classification:  Supervisory Librarian, GS-1410-11.

NOTE(S) TO USERS:

1.  Minor changes, including subject matter skill code shreds, may be made to fit local requirements as long as the changes do not affect the classification or staffing patterns of this SCPD.

2.  SCPD was updated 06/25/02.  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.  

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

*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.

_______________________________________________________________________________________________

AFPC Free Flow Format

AF Form 1003 APR 90 (COMPUTER GENERATED)

DATE:  06/25/02

Page 8

