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JOB TITLE:  Spanish Language Services Library Assistant 	CLASSIFICATION: Full-Time

EMPLOYEE: 

JOB SUMMARY

[bookmark: _Int_oUzyzLEc]Under the direction of the Adult Services Manager, the Spanish Language Services Assistant provides technology assistance to customers, ensures the smooth operation and circulation of material, develops the Library collection of materials and documents in Spanish, and assists with collection development in general. Represents the Library at community events and in the library. With oversight from the Circulation Coordinator, the Spanish Language Services Assistant may be asked to assist with the supervision, training, and evaluation of library clerks.
                         
DUTIES AND RESPONSIBILITIES
· Coordinates, directs, and evaluates the work and training of staff regarding circulation procedures as advised by the Circulation Coordinator.
· Performs various tasks associated with circulation, including but not limited to checking material in and out; interlibrary loan services, telephone renewals, and collects fines or donations.
· Provides information to customers in person, by telephone, and by e-mail from print and electronic sources within the library and from online databases. 
· Conducts research on ordinary reference questions, using readily available sources and seeks professional council or assistance on more complex reference searches
· Assists customers with selections and provides loan policy, directional, referral and reference information in response to customer questions.
· Routinely shelves material and maintains collection by shelf reading, weeding, and making selections for purchase.
· May plan and lead programs for adults, both in the library and as outreach in the community.
· Supervises and directs the daily schedule and activities of the circulation and Reference desks as assigned, including setting daily workflow priorities; seeing that appropriate procedures and policies are followed; and work is accomplished as scheduled. 
· May assist with Notary Services for Spanish-speaking patrons in the library.
· Performs other duties as assigned.

KNOWLEDGE AND ABILITIES
· Possess working knowledge of library methods and procedures.
· Possess the ability to operate library machines properly.
· Possess keyboarding and filing ability.
· Must have a working knowledge of English and Spanish grammar and spelling.
· Must be willing to maintain skills in above-mentioned areas through active participation in appropriate library skills learning experiences.

PHYSICAL DEMANDS OF POSITION

· Sitting, standing, walking, climbing, and stooping
· Bending/twisting and reaching
· Talking and hearing; use of the telephone
· Far vision at 20 feet or further; near vision at 20 inches or less
· Lifting and carrying: 50 pounds or less
· Handling: processing, picking up and shelving and books
· Fingering: typing, writing, filing, sorting, shelving and processing
· Pushing and pulling objects weighing 60-80 pounds on wheels
· Mobility: travel to meetings outside library

COGNITIVE REQUIREMENTS
· Communication skills: should have the ability to effectively communicate ideas and information both in written and oral form.
· Reading ability: should have the ability to effectively read and understand information contained in memoranda, reports and bulletins, etc.
· Ability to comprehend and follow instructions: should have the ability to effectively follow instructions from supervisor, verbally and in written form.
· Mathematical ability: should have the ability to calculate basic arithmetic problems (addition, subtraction, multiplication, and division) without the aid of a calculator.
· Time management: should have the ability to set priorities to meet assignment deadlines.
   

ENVIRONMENTAL/WORKING CONDITIONS
· This position is office-based.
· The position maintains variable work hours with frequent evening and weekend hours.
· Some travel within the county may be required. 




EDUCATION AND EXPERIENCE
· Fluency in Spanish and in English
· MLIS preferred
· Keyboarding and general office experience.
· 2-3 years previous library or work experience.


McCracken County Public Library enforces a drug-free workplace. 
                   
                                                         
I have reviewed this job analysis and its attachments and find it to be a fair description of the demands of the job.
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