ABLE Module #4

Planning, Personnel, and Community Relations


Teaching Aid – Human Resources #5

Factors to Consider When Developing Job Descriptions
· Abilities such problem solving, networking, “customer oriented,” self-motivated, organized, following instructions, decision-making, ingenuity.
· Specialized knowledge or training required.

· Specific tasks and activities that lie at the heart of the job.

· Degree of autonomy – how closely is the position supervised and/or guided by another staff member/director?

· Complexity – the variety of tasks

· Supervision – does the position require the supervision of others? To whom does the position report?

· Confidentiality – does the position require handling information which needs to be kept private?

· Physical effort required - Typically a library position will stipulate the ability to lift 50 lbs.

· Scheduling – does it require working at a particular time? Evenings or weekends? Is there some flexibility in when and where some tasks may be completed?  Does the position primarily entail work with the public, or does it require planning or data entry which could be done out of the library?

· Is it full-time or part-time? How many hours per week?

Those libraries considered “public” must conform to the Civil Service law and the rules and regulations of their local Civil Service commission in regards to hiring practices and responsibilities assigned to specific job titles.
A useful resource for writing job descriptions, whether or not NYS Civil Service Law applies to your library setting, is Typical Class Specifications for Civil Service Positions in Public Libraries.  (New York Library Association, 1994).  
Sample Job Descriptions

Assistant Librarian/Children’s Librarian

1. Supervises library in the absence of the librarian

2. Assists with preparation of the budget

3. Supervises service to children

4. Supervises and trains pages and library assistants who work with children

5. Selects children’s materials

6. Coordinates collaborations with and service to youth organizations

7. Responsible for library’s relations with schools

8. Assists in readers’ advisory and reference service to adults and teens

Library Assistant/Administrative Aide

1. Under general supervision of librarian, supervises circulation assistants and pages
2. Keeps circulation and other statistics

3. Assists with displays and other public relations work

4. Works at circulation desk as needed

5. Answers phones and gives preliminary assistance to patrons

6. Has responsibility for library routines and making suggestions for improved methods.

adapted from Darlene Weingland, Administration of the Small Public Library, 4th edition
Disclaimer

These human resources strategies are guidelines and general practices. Please do not consider them legal advice. As with so many things, they do not always apply! Check with your library policies and legal council when questions arise.
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