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	POSITION DESCRIPTION FORM


	Title:
	Library Technician

	Position number
	138046G, 138053H, 142603I,152006K, 152031F, 152033B, 152039A, 152108D, 152119H, 142603I, 155005F, 155006D, 155008K, 155111F, 155113B, 156012A, 157002K, 3115642, 3115653, 3115664, 3115675, 3209327, 3224019, 3287936, 3290787,  3295736

	School/Faculty/Area:
	Library & Information Service

	Division:
	Academic Services

	Reporting to:
	The relevant Unit Head or Senior Librarian as assigned

	Classification Details:
	Current Classification:
	HEGS Level 4/5
	Confirmed Classification:
	HEGS Level 4/5

	Date Last Updated: November 2005


1. Purpose of Position

Library Technicians in all units and remote sites of the Library and Information Service (LIS) are employed to work directly with clients by contributing to client access to information and/or assisting clients to access LIS services and facilities. Library Technicians also organise information for client access; developing and maintaining the library catalogue as well as access to licensed electronic resources thus maintaining accessibility of information. They also work with others to develop a quality service environment and maintain work effectiveness in a changing environment 

Library technicians are employed within the Library & Information Service in several key areas such as enquiry services, lending services, inter-library loan services, acquisition services, licensed resources, archive services and branch libraries.  All library technicians are expected to provide excellent client services.

2. Accountabilities and Responsibilities

· Assist clients with their queries, either directly or referring where appropriate.
· Provide clients with accurate information about services and facilities.
· Respond to client comments, suggestions and complaints appropriately and in a timely manner.
· Maintain equipment and ensure Library Management Systems and desktop applications are used effectively.
· Supervise library assistants and student assistants.
· Develop effective working groups and processes, conduct meetings and group discussions.
· Provide training to staff and clients as required.
· Develop and review policies and procedures.
· Provide recommendations regarding the acquisition and use of equipment, fittings and furniture.
In addition, depending on the unit or remote site to which the Library Technician is assigned, the following duties may be required:

· Process library loan and/or financial transactions and implementing security procedures.
· Locate, retrieve and supply information resources either as part of inter-library loan or acquisition processes.
· Plan and participate in promotional activities.
· Plan and participate in information programs and/or activities.
· Maintain good working relationships with suppliers, and quickly resolve any problems or issues.
· Catalogue/classification of resources.
· Maintain facilities for storage and display.

Compliancy and Legislative Knowledge

· Comply with University policies and procedures and relevant appropriate legislation; and
· Meet Occupational Safety and Health, anti-discrimination, equal opportunity and other legislative requirements in accordance with the parameters of the position.

3. Working Relationships

Internal

· Library staff from all units and sites

· Staff of University

· Students of University

External

· Reciprocal borrowers

· Suppliers

· Libraries – Australian and Internationally

4. Position Dimensions

The LIS has: 

· An annual budget of more than $15 million

· 12 cost centres, including the main library cost centre which is divided into 16 business units

· Approximately 115 permanent staff positions and up to 40 casual and temporary staff during semesters

· More than 1.4 million clients through its doors each year
· A collection of 437,200 non-serial titles and 15,737 current serial titles (2002 statistics)

· An integrated library system (ALEPH - an Ex-Libris product) which is used for functions such as acquisitions, cataloguing, circulation and the public access catalogue

· Electronic information sources which are used extensively in all LIS units: library’s online and web-based services (e.g. Kinetica, VDX) and the University's corporate information systems (e.g. HORACE, Finance One, Student One).

· Electronic information sources which are also used extensively by library clients (access facilities have been provided using the Web OPAC, MetaLib and SFX - these are all Ex Libris products)

· An integrated archival system (DigiTool - an Ex-Libris product) which is used at the John Curtin Prime Ministerial Library to manage their archival collection

· Word processing, spreadsheet and email software in a PC desktop computing environment

· Staff who undertake flexible working hours within the range of LIS opening hours and within the provisions of the Curtin University General Staff Enterprise Agreement.

Organisational Chart (attached)

5. Selection Criteria 

Essential

1. Completion of a relevant associate diploma with some relevant work experience and/or eligibility for Library Technician membership of the Australian Library and Information Association. 

2. Demonstrated knowledge of a range of scholarly information resources and the ability to access these resources regardless of format; and demonstrated knowledge of the processes required to obtain scholarly information resources (e.g. acquisitions) and to provide access to these resources (e.g. indexing, cataloguing).

3. Demonstrated ability to communicate orally and in writing with a wide variety of people and with cross-cultural sensitivity.   

4. Demonstrated ability to co-ordinate work group activities and work effectively within a team situation.

5. Demonstrated ability to plan work outcomes and prioritise tasks in order to meet deadlines.
6. Demonstrated ability to work independently. 
7. Demonstrated computer skills especially with Integrated Library Management Systems, Database applications and the Microsoft suite of applications. 

8. Demonstrated commitment to applying relevant and applicable policies, procedures and legislation in the day-to-day performance of the functions of this position.
Desirable

1. Relevant work experience in an academic library environment.

6. Endorsement
	Name:

(Manager)
	

	Signed:
	
	Date:
	_____/______/_____

	
	Registered by Staff Services 
	Date:
	_____/______/_____
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