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LILLIE M. EVANS LIBRARY DISTRICT
Position Description
Job Title:
Library Assistant II-Marketing & Technical Services clerk
Classification:
Non-Exempt
Summary:
The Marketing &Technical Services Clerk is a part-time position with regularly scheduled hours per week, occasional evenings and some Saturdays plus fill in as relief for staff vacation and sick leave. 
Supervised by:
Library Director and/or designated authority
Supervises:
(None)
Interacts with:
Community and staff
Responsibilities and Job Functions:

Marketing Responsibilities

· Assists the Director in the development of an annual marketing plan
· Oversees the planning, implementation, and evaluation of public relations and marketing activities that support LME mission and goals. Works with other staff to implement activities that further external communications efforts
· Develops and produces messages that communicate the value of library products and services to constituents; evaluates message effectiveness

· Actively seeks opportunities to promote the library to its public, implementing and evaluating outcomes

· Oversees design and implementation of publicity for adult and special programs, continually seeks to broaden reach and refine design

· Serves as a desktop publishing resource to staff and provides assistance with desktop publishing projects as needed

· Proofs and produces brochures, posters, signage, displays and other graphic media as needed

· Maintains files and records of projects and master forms or samples

· Performs related work as assigned

Technical Services Responsibilities

· Processes all book and non-print materials for shelf readiness, protection and circulation

· Searches for MARC records and creates brief records in the RSA database when necessary

· Updates holding records information in the RSA database

· Produces spine labels using  the label printer programs

· Repairs materials with minor damages,  refreshes book and audio covers, and switches out worn book materials with replacements when needed

· Fills the role of Circulation Clerk when needed

And other duties as assigned by Director.

Qualifications and Requirements:
Education and Experience:

Associates degree or higher in library science, marketing, or communications or equivalent experience preferred.  High school diploma or equivalent required.  Computer skills required.

Knowledge, Skills, and Abilities:

· Advanced computer skills and knowledge of Microsoft Office software

· Demonstrates strong verbal and written communication  

· Successfully collaborates on projects and programs with staff members and community partners

· Ability to display high levels of attention to detail

· Utilizes best practices in print, electronic/digital media, web, and social media communications

· Knowledge of Library’s mission, values, policies, and strategic plan

· Ability to learn integrated library software 

· Recognition of MARC bibliographic formats and familiarity with MARC records coding

· Ability to exercise initiative

· Excellent customer service skills and telephone etiquette
· Communicates effectively in English, both orally and in writing

· Ability to work in a fast-paced, team environment
· Ability to maintain confidentiality of patron records

Physical Demands:

The work requires some physical exertion such as long periods of standing; recurring bending, crouching, stooping, stretching, reaching, or similar activities such as climbing up and down a ladder to retrieve and replace books; recurring lifting of moderately heavy items such as boxes up to 35 pounds above the waist; pushing carts (on wheels) of up to 100 pounds; and repetitive use of the wrist, forearm, and hands.
Work Environment:

The work environment involves everyday risks or discomforts requiring normal precautions typical of such places as offices, meeting and training rooms, libraries, residences, i.e., use of safe work practices with office equipment, avoidance of trips and falls, observance of fire regulations, etc.  The work area is adequately lighted, heated, and ventilated.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions of the position.  The noise level in the work environment is moderately quiet.

The duties listed above are intended only as illustrations of the various types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.

The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.
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