Critical Elements for Library Technician - 1411
A. Library maintenance and upkeep

Responsible for general library maintenance and upkeep, including shelving, shifting, collection inventory/loss control, filing, checking in and claiming lost journals; preparing journal and book orders, supplies, and other acquisitions via credit card and/or RPA requests; preparation of holdings, serials, reprints, and other lists/correspondence; and generating and compiling statistics and reports regarding library usage .
· Shelving, filing, and journal check in are done daily. 
· General ordering/maintenance issues handled as they occur and normally processed within one day of need;
· Journal orders are prepared monthly and all returned items from the bindery are back on the library shelves within one week of receipt; 
· Preparation of holdings, serials, and other lists done weekly or monthly, depending on requirements. 
· Any unusual issues or scenarios are brought to the supervisor's attention immediately. 

B. Data Entry
Responsible for data entry including online catalog cards, forms, memos, etc.  Preparation of yearly inventory of overdue and/or missing materials.  Weeds collection per supervisor's recommendations and updates data per such changes. 

· Data entry is done daily as needed. 
· Begins yearly inventory by October 1 of each year and completed by December 1 of each year. 
· Weeding is done in conjunction with Supervisor's instructions.
C. Binding
Prepares, collates, and assembles items for binding. Prepares materials upon return from the bindery and re-shelves newly bound items. Proofreads materials upon return from bindery for accuracy and resolves any issues with binder regarding such problems. Prepares updated serials list based on newly added items. 

· Binding orders are normally prepared and packed within two days of the binding pickup. 
· Returned items are routinely back on the shelves within one week of receipt. 
· Serials list is updated by the end of each month.
D. Reprints
Manages reprint collection, including collation, data entry, article filing, retrieval and processing of reprint orders. Enter new reprints into the collection. 

 

· Each week, new entries are added by COB each Friday, with a completion list given to the Supervisor at that time. 
· Reprint requests from staff are normally processed within one day of receipt. 
· Filing of materials is done as needed each week.
