
Job Description

                            
 Position:   Technical Services Clerk--Processing
[image: image1.jpg]a

Q0

Capital Area District
LIBRARIES

Your branch, our family tree.




            Range:    T2 (Non-Exempt) (Union)

            Reports to:   Technical Services Supervisor
            Supervises:   None
            Reviewed:   5/2022

            Revised:  5/2022
Capital Area District Library

www.cadl.org
Job Summary
Under the supervision of the Technical Services Supervisor, the Technical Services Clerk ensures that materials acquired by CADL (including, but not limited to, books, CDs, DVDs, and Blu-Ray discs) are ready for branch and member use.  This includes physically preparing items by adding identifying labels, applying property/date stamps, and utilizing appropriate protective measures, as well as creating electronic records so that these items can be identified in the library catalog.  Additionally, under supervision of the Acquisitions Head, the TS Clerk will assist, as needed, in the acquisition of library materials.  This may include placing orders through vendor websites, creating electronic records of orders, and verifying the accuracy of incoming shipments.  The TS clerk will also assist in processing online library card registration.
Duties and Responsibilities
1. Physically prepares items for library use, including applying appropriate protective measures (cases, mylar jackets, book tape), RFID tags & identifying labels, and property/date stamps.
2. Creates an electronic record indicating various aspects of each item including to which branch it belongs, how long it may be checked out, its replacement cost, and its uniquely assigned barcode. 
3. Checks order records and descriptive cataloging for accuracy.  Reports errors and discrepancies as needed.
4. Electronically routes outgoing items to appropriate branches using library software.  Physically sorts items into delivery boxes based on their destination.
5. Repairs materials at the request of the branches.  This may include replacing mylar book jackets, providing new cases for audio-visual items, resurfacing scratched or damaged discs, or printing replacement covers. 
6. Advises and prepares non-traditional materials, such as items from the Library of Things collection, for library use.  Assists in maintaining a record of processing procedures for such items.

7. Assists in processing online library card applications.  
8. Orders materials from vendors, creates or downloads electronic order records, and checks orders for accuracy.  Notifies the Acquisitions Head or TS Supervisor or errors or discrepancies.
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9. Checks incoming shipments against vendor invoices, reporting any discrepancies.  Verifies materials received match the title and quantity of what was ordered.  Ensures the record of materials spending is kept up to date with daily postings using library software.  Submits vendor invoices to accounting for payment.
10. Performs other duties as assigned, including assisting other departments or branches.
The above statements are intended to describe the general nature and level of work being performed by people assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.
Job Requirements
· Possession of a high school diploma or its equivalent.

· This is an entry-level classification.  No specific prior experience required. 

· Ability to maintain a high level of concentration and attention detail in a quiet work environment.
· Ability to complete assigned tasks efficiently.
· Ability to type 30 words per minute.

· Successful completion of a six-month probationary period.

· Be physically able to perform the essential functions of the position, with or without reasonable accommodation.

· Knowledge of office terminology, procedures, and equipment; and of business arithmetic and English.

· Ability to operate standard office equipment including computers, copiers, printers, checkout devices and calculators.

· Ability to understand and follow oral and written instructions.

· Ability to make decisions in accordance with established policies and procedures.

· Ability to maintain an effective working relationship with co-workers.

· Ability to conduct oneself with tact and courtesy.
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