Libraries’ Position Description 
	Position Number:


	40706

	Job Classification Title: 


	Library & Archives Paraprofessional 4

	Title Code:


	262L

	Current Incumbent:


	    Last Name, First Name


Reason for Position Description Update:

	
	Reclassification Request 

	
	Updating Details/Duties in order to fill vacant position

	X
	Updating Details/Duties – Occupied Position

	
	Change of position configuration (describe/explain):                                      

	
	


- For reclassifications only, please also complete the following:

	Briefly explain the type of work the employee is or will be performing which is OUTSIDE of their current classification.

	


Level of supervision exercised over this position:

	
	Close, detailed (typically entry level, such as LAP 1 or 2)

	X
	Spot-check basis only (typically mid-level, such as LAP 2 , 3 or 4)

	
	Little, employee responsible for devising own work methods (typically high-level, such as LAP 5 or 6)

	
	Other (describe/explain):                                              

	
	


	Effective Date of Change:
	    October 1, 2011

	Libraries Department:
	Technical Services

	Work location (typically Pullman):
	Pullman

	Position Reports to (name of supervisor):
	Lihong Zhu

	Working Title: (only if different from Job Class Title listed above, or leave blank)
	

	Position Summary (formerly called “Basic Function.”  Brief paragraph that would be used to summarize the description for a job announcement.)
	The primary responsibility of this position is to work with print serials, along with cataloging WSU Libraries materials using OCLC and Griffin. Duties include: print serials maintenance and problem-solving, and cataloging electronic resources.

	Appointment Status (Perm or Temp):
	Permanent 

	FTE (i.e., 100%, 75%, 50%): 
	100%

	Appointment Term (12 months or other):
	12-month


Access Requirements:

	None
	Financial data
	Cash handling
	Personnel data
	Student data

	x
	
	
	
	


Job Function and Duties:

Instructions:  Job functions and duties are listed with approximate percentage of time, in order of largest to smallest percentage. No percentage should be more than 50%, and the total needs to be 100% (even for part-time positions).  Please indicate which functions are essential to the position. Non-essential functions should be no more than 10% of the total.  The job function is used to describe the set of related duties; it can be thought of as a title for each section of duties, and is typically just a few words, for example: Administrative Support.  Most positions will include 5% to 10% (no more than 10%) of “Other duties as assigned.”  No more than 10% of duties should be non-essential to the position. Dashes are okay, but please do not use asterisks, numbering, or lettering to itemize lists. 
Job Function and Duties:  Fill in below; press tab to add more rows as needed.

	Percentage
	Essential (Y or N)
	Function and Description

	50%
	Y
	Print serials

	
	
	Maintains print serial records and problem-solves questions that arise regarding titles and issues. Acts as a resource person for others in interpreting and answering questions regarding serial records and order records. May work in the daily management of print serials, such as checkin. Directs TE and staff in print serials mail-sorting and daily checkin, along with maintenance of print serials, checkin records, and MFHD.  Revise items sent to the bindery and prepare shipments according to schedule.

	45%
	Y
	Cataloging

	
	
	Search and catalog electronic resources using OCLC as the bibliographic utility and Griffin as the automated library system. This includes reviewing records, completing and upgrading records which require extensive descriptive changes and review of classification and subject headings, and working with Librarians or Library and Archives Paraprofessional 6 if complicated descriptive cataloging changes, new subject headings or new call numbers are needed.

	5%
	N
	Other

	
	
	Under general supervision, undertakes special projects.

Other duties as assigned.

	
	
	

	
	
	


Lead/Supervisory Duties:
LEAD definition:  A lead employee has delegated responsibility for training, assigning, or organizing or scheduling work, and reviewing completed work assignments.  A lead employee does not make hiring decisions.

Does this position LEAD the work of others?

	x
	Yes

	
	No


If yes, type of employees led:
	x
	Staff

	x
	Student/Hourly

	
	Other


Does this position lead one or more full time equivalent (FTE) positions?

	
	Yes

	x
	No


SUPERVISOR definition:  A supervisor has the authority to recommend hiring of staff, establish job performance standards, evaluate job performance, and take corrective action if performance is not acceptable.  Supervisors are also responsible for training, assigning and scheduling work, and acting upon leave requests.  

Does this position SUPERVISE the work of others?



	
	Yes

	x
	No


If yes, type of employees led:

	
	Staff

	
	Student/Hourly

	
	Other


Does this position supervise one or more full time equivalent (FTE) positions?

	
	Yes

	x
	No


Qualifications:
	Minimum/Required Qualifications: The education, experience and skills necessary to perform adequately in the position.

	High School graduation OR equivalent AND five years' experience in the functional operations of a library including one year beyond the entry level in an area of specialization. For supervisory positions, one year of lead/supervisory experience; OR equivalent education/experience.  

	Position Specific Required Qualifications: (Optional.) Additional qualifications not listed in the classification requirement. List any licensing, certification or other special requirements and/or conditions of employment which are outside of the classification requirement.

	

	Preferred Qualifications: (Optional.) The educational requirements, experience, and skills preferred, but not necessary, to perform in the position.

	· Working knowledge of the following is highly desirable at the time of hire: cataloging, OCLC, Innovative Millennium, and internal library operations. 

· Demonstrated ability to work collaboratively in a team environment

· Excellent interpersonal, oral and written communication skills

	Knowledge, Skills, Abilities or Competencies:  Describe the knowledge, skills and abilities required of the position.  These may be practical, technical or experiential, may be obtained through any combination of education, experience or training and may range from familiarity with facts, methods, and procedures to manual skills, to knowledge of organization and supervision, to fields of study, or to management ability.

	-    Working knowledge of all aspects of print serials acquisitions and processing

-    Working knowledge of Innovative Interfaces, Inc Millennium Serials module and EBSCONet            

-    Understanding and knowledge of cataloging using OCLC.

-    Understanding and knowledge of cataloging rules.

-    Understanding and knowledge of the cataloging module in Griffin.

-    Understanding and knowledge of the WSU Libraries procedures for cataloging.

-    Understanding of Library of Congress Subject Headings and Classification.

-    Working knowledge of the Federal and State Depository Program and its rules and regulations. 

-    Knowledge of LARS binding program.

-    Working knowledge of standard MFHD records and serials processing (of checkin adding/withdrawing serial items). 

· Knowledge of and skills in the use of computers.  

· Ability to appropriately handle confidential information.

· Ability to prioritize and schedule assignments for oneself and others.

· Ability to review complex documents, and make recommendations for correction and improvement.

· Able to comprehend cataloging manuals. 

· Ability to adapt to departmental, University, and community needs as they develop and change.

· Ability to prepare and present ideas and information clearly and concisely in both written and oral form.

· Ability to gather information from a variety of sources and compile conclusions into a clear, concise, comprehensive document.

· Commitment to Diversity – an understanding and appreciation of the benefits of a diverse workplace and the knowledge of how to shape processes and procedures that reflect and enhance the diversity of the WSU communities.

	Mental Requirements:  Indicate the mental demands of the position.

	· Ability to communicate effectively both orally and in writing.

· Ability to interact with people in a positive manner that engenders confidence and trust.

· Ability to apply technical knowledge. 

· Ability to independently perform functions related to library-duties utilizing specialized computer software. 

· Ability to independently follow detailed written instructions

· Ability to follow and understand oral directions

· Ability to use mental skills to recall, analyze, organize information, and make complex decisions.

· Ability to simultaneously address multiple complex problems.

· Ability to recognize which details are vital and which details are not desirable. 

· Ability to handle situations where the amount of work changes randomly; the work is never “finished”.

· Ability to work in an environment that is in constant development and change.

· Ability to reason logically and make sound decisions, to consider alternative and diverse perspectives.

· Ability to remain poised under all circumstances.

· Ability to work effectively and efficiently in high stress and conflict situations

· Ability to maintain regular attendance and be punctual 


Physical Requirements:  Indicate the physical demands of the position. (Mark selections in the boxes below.)

1. Specify the amount of weight the position will be required to:

	
	N/A
	Up to 10 lbs
	Up to 20 lbs
	Up to 50 lbs
	Over 50 lbs

	LIFT or CARRY frequently
	
	
	x
	
	

	PULL or PUSH frequently
	
	
	
	x
	


2. Mark one choice below for each line, indicating the rate in which this position will be required to do the following physical activities:

	Activity
	Occasionally
	Frequently
	Continuously
	Not Applicable

	Bend
	
	x
	
	

	Twist
	x
	
	
	

	Squat
	x
	
	
	

	Climb
	x
	
	
	

	Kneel/Crawl
	x
	
	
	

	Reach/Reach Overhead
	
	x
	
	

	Finger Dexterity/Fine Manipulation
	
	
	x
	

	Sit
	
	
	x
	

	Drive
	
	
	
	x


3. Mark all Basic Life Functions required to perform the duties of this position:

	Hear
	See
	Speak
	Stand
	Walk

	x
	x
	x
	x
	x


4. Mark all Unique Vision Requirements needed to perform the duties of this position:

	Close Vision
	Distance Vision
	Ability to Adjust Focus (Depth, Peripheral)
	Ability to

Distinguish Colors

	x
	
	x
	x


5. Mark Working Conditions for this position:

	Office Environment
	Outdoor Environment
	Frequent Travel (on-campus and off-campus)
	Maintenance/ Custodial Environment
	Library

	x
	
	
	
	x


6. Indicate the level of the following unique work conditions this position will encounter:

	Unique Work Condition
	Occasionally
	Frequently
	Continuously
	Not Applicable

	Extreme Temperatures
	
	
	
	x

	Fumes/Odors/Mists/Dusts
	x
	
	
	

	Confined Areas/Spaces
	
	
	x
	

	Extreme Sounds/Noises Vibrations
	x
	
	
	

	Other Working Conditions, not listed above (briefly describe):
	


Performance Expectations:

Performance expectations are required for all staff positions.  They are divided into five categories: Quantity of Work, Quality of Work, Job Knowledge, Working Relationships, and Other (Optional).  Within each category, the following levels must be included: Outstanding, Meets Expectations, and Unsatisfactory.  Dashes are okay, but please do not use asterisks, numbering, or lettering to itemize lists. 
General performance factors and expectations

Outstanding: Always meets the expectations of this section.

Meets expectations: Normally meets the expectations of this section, with rare and isolated exceptions.

Unsatisfactory: Frequently or consistently fails to meet one or more of the expectations of this section.

Quality of work

Outstanding
-  Creates and maintains print serial records in Griffin with a high degree of accuracy, attention to details and quality of content.

- Print serial problems are consistently resolved in a thorough and competent fashion.

- Completes bibliographic records in OCLC with a high degree of accuracy, attention to details and quality of content.

-  Maintains and upgrades bibliographic records in OCLC and/or Griffin with a high degree of accuracy, attention to details and quality of content.

-  Performs copy cataloging with a high degree of accuracy, attention to details and quality of content.

- Performs other duties as assigned with a high degree of accuracy, attention to details and quality of content.

Meets Expectations
-  Creates and maintains print serial records in Griffin with good accuracy, attention to details and quality of content.

- Print serial problems are generally resolved in a thorough and competent fashion.

- Completes bibliographic records in OCLC with good accuracy, attention to details and quality of content.

- Maintains and upgrades bibliographic records in OCLC and/or Griffin with good accuracy, attention to details and quality of content. 

- Performs copy cataloging with good accuracy, attention to details and quality of content.

- Performs other duties as assigned with good accuracy, attention to details and quality of content.

Unsatisfactory

-  Creates and maintains print serial records in Griffin with low degree of accuracy, attention to details and quality of content.

- Print serial problems are not resolved in a thorough and competent fashion.

- Complete bibliographic records in OCLC with low degree of accuracy, attention to details and quality of content.

- Maintain and upgrade bibliographic records in OCLC and/or Griffin with low degree of accuracy, attention to details and quality of content.

- Perform copy cataloging with low degree of accuracy, attention to details and quality of content.

- Perform other duties as assigned with low degree of accuracy, attention to details and quality of content.

Quantity of Work
Outstanding
- Creates and maintains print serial records in Griffin with a high degree of speed and efficiency.

- Print serial problems are resolved with a high degree of speed and efficiency.

- Completes bibliographic records in OCLC with a high degree of speed and efficiency.

- Maintains and upgrades bibliographic records in OCLC and/or Griffin with a high degree of speed and efficiency.

- Performs copy cataloging with a high degree of speed and efficiency.

- Performs other duties as assigned with a high degree of speed and efficiency.

Meets Expectations

- Creates and maintains print serial records in Griffin with speed and efficiency.

- Print serial problems are resolved with speed and efficiency.

- Completes bibliographic records in OCLC with speed and efficiency.

- Maintains and upgrades bibliographic records in OCLC and/or Griffin with speed and efficiency.

- Performs copy cataloging with speed and efficiency.

- Performs other duties as assigned with speed and efficiency.

Unsatisfactory

- Fails to create and maintain print serial records in Griffin with speed and efficiency.

- Fails to resolve print serial problems with speed and efficiency.

- Fails to complete bibliographic records in OCLC with speed and efficiency.

- Fails to maintain and upgrade bibliographic records in OCLC and/or Griffin with speed and efficiency.

- Fails to perform copy cataloging with speed and efficiency.

- Fails to perform other duties as assigned with speed and efficiency.

Job Knowledge
Outstanding
- In-depth understanding and knowledge of the serials module in Griffin.

- In-depth understanding and knowledge of standard print serial records formatting and maintenance, including MFHD.

- Consistently resourceful in locating needed information for serials problem-solving.

- In-depth understanding and knowledge of cataloging using OCLC.

- In-depth understanding and knowledge of Anglo-American Cataloging Rules.

- In-depth understanding and knowledge of the cataloging module in Griffin.

- In-depth understanding and knowledge of the WSU Libraries procedures for cataloging.

- Good understanding of Library of Congress Subject Headings and Classification.

Meets Expectations
- Good understanding and knowledge of the serials module in Griffin.

- Good understanding and knowledge of standard print serial records formatting and maintenance, including MFHD.

-  Resourceful in locating needed information for serials problem-solving.

- Good understanding and knowledge of cataloging using OCLC.

- Good understanding and knowledge of Anglo-American Cataloging Rules.

- Good understanding and knowledge of the cataloging module in Griffin.

- Good understanding and knowledge of the WSU Libraries procedures for cataloging.

- Adequate understanding of Library of Congress Subject Headings and Classification.

Unsatisfactory
- Inadequate understanding and knowledge of the serials module in Griffin.

- Inadequate understanding and knowledge of standard print serial records formatting and maintenance, including MFHD.

- Is not resourceful in locating needed information for serials problem-solving.

- Inadequate understanding and knowledge of cataloging using OCLC.

- Inadequate understanding and knowledge of Anglo-American Cataloging Rules.

- Inadequate understanding and knowledge of the cataloging module in Griffin.

- Inadequate understanding and knowledge of the WSU Libraries procedures for cataloging.

- Inadequate understanding of Library of Congress Subject Headings and Classification.

Working Relationship

Outstanding

- Always communicates well with others; easily approachable.

- Always maintains pleasant, courteous and cooperative relationships.

- Respectfully accepts supervision.

- Consistently accepts constructive criticism and instructions from supervisor and/or managers gracefully.

- Is always attentive and alert in interactions with coworkers, vendors, and others.

- Consistently displays a professional manner in demeanor and language.

- Anticipates the needs of co-workers and clients.  Provides assistance when possible.

- Courteously performs duties without disturbing others.

- Consistently consults with person who initiates the job if there are questions.

- Always keeps personal issues separate from work environment.

- Always organizes questions so as to minimize interruption of colleagues.

- Always shows courteous and effective behavior in group meetings.

Meets Expectations

- Communicates well with other; easily approachable.

- Maintains pleasant, courteous and cooperative relationships.

- Accepts supervision.

- Accepts constructive criticism and instructions from supervisors and managers gracefully.

- Is attentive and alert in interactions with coworkers, vendors, and others.

- Displays a professional manner in demeanor and language.

- Willingly provides assistance to co-workers and clients when requested.

- Shows basic consideration for others in performance of duties.

- Consults with person who initiates the job if there are questions.

- Keeps personal issues separate from work environment.

- Organizes questions so as to minimize interruption of colleagues.

- Shows courteous and effective behavior in group meetings.

Unsatisfactory

- Does not communicate well with other; is not easily approachable.

- Has difficulty cooperating with others and maintaining pleasant, courteous and cooperative relationships.

- Displays unwillingness to accept supervision.

- Exhibits defensiveness when receiving constructive criticism or instructions from supervisors and managers.

- Is often temperamental and/or inattentive in interactions with coworkers, vendors, and others.

- Frequently fails to display a professional manner in demeanor and language.

- Does not provide assistance to co-workers and clients, or does so reluctantly.

- Shows little consideration for others in performance of duties.

- Does not consult with person who initiates the job if there are questions.

- Has difficulty separating personal issues from work environment.

- Interrupts colleagues with frequent or repetitive questions or concerns.

- Behaves in group meetings in ways that detract from meeting effectiveness.

Other Factors (corresponds to the Optional Factor on the Employee Performance Evaluation form)

   Expectations:

Outstanding

- Consistently observes state, University, Libraries, and departmental policies and regulations.

- Consistently punctual to work.

- Consistently observes breaks in accordance with office regulations.

- Consistently obtains supervisor prior approval for schedule changes.

- Consistently follows appropriate departmental procedures, i.e., calls or emails supervisor or other designated individual within 30 minutes after scheduled arrival time in cases of unscheduled absence.

- Always requests approval from supervisor for leave with reasonable advance notice.

- Consistently considers and plans for work-related deadlines and level of office staffing when requesting time off.

- Consistently submits time reports not later than the fifth day of the month.


Meets Expectations

- Observes state, University, Libraries, and departmental polices and regulations.

- Punctual to work.

- Observes breaks in accordance with office regulations.

- Obtains supervisor prior approval for schedule changes.

- Follows appropriate department procedures, i.e., calls or emails supervisor or other designated individual within 30 minutes after scheduled arrival time in cases of unscheduled absence.

- Requests approval from supervisor for leave with reasonable advance notice.

- Considers and plans for work-related deadlines and level of office staffing when requesting time off.

- Submits time reports not later than the fifth day of the month.


Unsatisfactory

- Fails to observe state, University, Libraries, and department policies and regulations.

- Consistently tardy to work.

- Fails to observe breaks in accordance with office regulations.

- Fails to obtain supervisor’s prior approval for schedule changes.

- Does not follow appropriate departmental procedures, i.e., calls or emails supervisor or other designated individual within 30 minutes after scheduled arrival time in cases of unscheduled absence.

- Does not request approval from supervisor for leave with reasonable advance notice.

- Fails to consider and plan for work-related deadlines and level of office staffing when requesting time off.

- Consistently fails to submit time reports not later than the fifth day of the month.

