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Library Technician 

 

GENERAL PURPOSE 

Under general supervision, oversees and coordinates library operations and activities at an assigned 
Orange County Department of Education (OCDE) Alternative Education (ACCESS) school site; provides 
technical library services relating to the acquisition, circulation, distribution, and recovery of books and 
other instructional materials; processes and shelves books and instructional materials; and performs 
related duties as assigned. 

 

DISTINGUISHING CHARACTERISTICS 

The Library Technician is responsible for independently performing duties in the acquisition, circulation, 
distribution, and recovery of a wide variety of books and instructional materials for an assigned ACCESS 
school site.  In addition, they are responsible for administering a budget for materials acquisition and 
supervising and assisting students utilizing library services and materials. 

 

ESSENTIAL DUTIES AND RESPONSIBILITIES 

This position description is intended to describe the general nature and level of work being performed by an employee assigned 
to this position. This description is not an exhaustive list of all duties, responsibilities, knowledge, skills, abilities, a nd working 
conditions associated with this position. All requirements are subject to possible modification to reasonably accommodate 
individuals with a disability. 

1. Order library books and other instructional materials according to established procedures; place and 
confirm book orders; receive and inspect new library materials; and reconcile shipments to purchase 
orders. 

2. Catalog and process new and donated books and/or materials; prepare spine labels, book pockets, 
and book cards for new materials; oversee and/or participate in preparation and placement of bar 
codes on book cards; clean, mend, cover, and repair damaged books and other materials; separate, 
remove, and process worn, damaged, and outdated books and materials according to established 
procedures; and provide information and assistance to library committee, and follow-through on 
committee determinations regarding censored materials according to established requirements. 

3. Coordinate, monitor, and participate in shelving and re-shelving of books and materials; maintain and 
organize library shelves and oversee the maintenance of shelves; and select, arrange, organize, and 
prepare recreational reading rolling carts for distribution to assigned school units weekly. 

4. Check books and instructional materials in/out to students and staff; according to established 
procedures, contact probation/other applicable staff or students to follow-up on overdue or lost 
books and materials and ensure appropriate corrective action is taken.  
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5. Perform a variety of technical and/or administrative duties in support of school library operations; 
operate a computer to maintain routine library records and generate standard reports, including 
material reports, inventory reports, and recreational reading cart rotation schedules; prepare and 
type a variety of routine materials; and conduct annual inventory of school library collections. 

6. Schedule and coordinate use of the library for class groups; demonstrate and assist students in use of 
library resources to locate, research, and select materials for classroom, assignment, or personal use; 
promote reading and specific books via book talks/presentations to students and visit assigned units 
during library cart days; and present informational workshops for students and teachers on use of 
Dewey Decimal System. 

7. Maintain order, cleanliness, and safety of the library and security of library materials; clean and dust 
computers, shelves, and furniture; ensure that computers/video and other assigned equipment are 
properly maintained and serviced; and oversee security of library materials and identify and promptly 
report thefts, vandalism, or other issues. 

 

OTHER DUTIES 

1. Attend a variety of meetings and training sessions as assigned. 

2. Prepare interactive library bulletin boards with educational materials and/or displays of student work. 

3. Collaborate with probation staff regarding student library use; and complete Student Incident Reports 

(SIRs) for students who misuse the library and/or library materials. 

4. Promote public library services to students; inform students of resources available to them through 
the public library system; explain how to get a library card; and plan and create a summer reading 
program. 

5. Collaborate with staff to prepare presentations on various literacy educational topics for youth and 
young adults. 

 

QUALIFICATIONS 

Knowledge of: 

1. Terminology and basic practices applicable to performing paraprofessional work in a school library. 

2. Basic practices and procedures of library collection management. 

3. Dewey decimal and other recognized library classification systems. 

4. Operation and uses of library equipment, systems, and support tools, including standard and on-line 
reference tools and materials. 

5. Uses and operations of stand-alone and networked PCs and standard business software. 

6. Methods and techniques for conducting internet research. 

7. Methods and techniques for troubleshooting and resolving standard computer hardware and 
software problems. 

8. Correct English usage, grammar, spelling, punctuation, and vocabulary. 

9. Standard office practices, procedures, and equipment. 
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Ability and Skill to: 

1. Provide technical library services relating to the acquisition, circulation, distribution, and recovery of 
library and reference books and other instructional materials. 

2. Process and shelve books and other instructional materials and assist students and staff in the 
selection of books and other instructional materials. 

3. Set priorities and plan and organize work to meet library goals and deadlines. 

4. Understand, interpret, explain, and apply library rules, regulations, and policies. 

5. Monitor and maintain acceptable student behavior in a library setting. 

6. Operate a variety of standard office equipment, computers, and related software packages. 

7. Perform technical cataloging of a variety of library materials. 

8. Maintain records and files using alpha and numeric systems. 

9. Understand and follow oral and written instructions. 

10. Work independently with a minimum of direction and with constant interruptions. 

11. Communicate clearly and effectively, both orally and in writing. 

12. Establish and maintain effective working relationships with ACCESS administrators, probation staff, 
teachers, students, and others encountered in the course of work. 

13. Must demonstrate attendance sufficient to complete the duties of the position as required. 

 

Education, Training, and Experience: 

A typical way of obtaining the knowledge, skills, and abilities outlined above for Library Technician is 
graduation from high school or high school equivalency test, completion of college-level course work in 
library science, and at least two (2) years of technical library experience; or an equivalent combination of 
training and experience.  

Licenses; Certificates; Special Requirements: 

Some assignments require background clearance conducted by probation department. 

 

PHYSICAL AND MENTAL DEMANDS 

The physical and mental demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this class.  

Physical Demands 

Employees must be able to perform the essential functions of the position with or without 
accommodation. Employees in this classification perform deskwork for extended periods; read written 
and electronic materials; communicate clearly with those contacted through the course of work (typically 
in person, on the phone, and via email); and access and operate all required equipment for job duties. 
The position may include occasional need to traverse uneven surfaces. May move items weighing up to 
30 pounds. 

Must pass a pre-employment physical examination related to job duties/assignments and in accordance 
with relevant codes and regulations. 
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Mental Demands 

While performing the duties of this class, employees are regularly required to use written and oral 
communication skills; read and interpret information; analyze and solve administrative problems; use 
mathematical reasoning; make observations; learn and apply new information or skills; perform detailed 
work; work on multiple, concurrent tasks often with frequent interruptions; work under deadlines and 
meet productivity requirements; and interact successfully with various groups of people encountered in 
the course of work. 

 

WORK ENVIRONMENT 

The work environment characteristics described here are representative of those an employee 
encounters while performing the essential functions of this class. Reasonable accommodations may be 
made to enable individuals with disabilities to perform the essential functions. Employees work in an 
ACCESS site school library, and the noise level is generally quiet. An employee is occasionally required to 
visit assigned school units, and the noise level may be moderately loud. 


