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SAN MATEO COUNTY LAW LIBRARY

ADMINISTRATIVE ASSISTANT/REFERENCE ASSISTANT
DEFINITION
Under direction, serves as assistant to the Law Library Director and provides directional reference assistance to the Judiciary, the Bar, and library users.

EXAMPLES OF DUTIES
Duties may include, but are not limited to, the following:

--Participate in implementing Law Library mission, goals, objectives, policies, and programs.

--Provide directional reference assistance and service to library users.

--Analyze library and user needs and makes recommendations to the Director.

--Plan, develop, and conduct library tours.

--Assist in library administration.

--Maintain serials collections.

--Processing of monthly accounts payable, including spreadsheet application.

--Preparation of Annual Report.

--Operate standard office equipment including FAX, PC, typewriter, copy machine, microfilm reader/printer.

--Handle routine correspondence.

--Keep up to date on legal issues and law librarianship.

--Process and put away library materials.

--Update library materials by filing, pocket parts, or other means of supplementation.

--Re-shelve books and other library materials.

--Circulation services, including check-in and checkout, and books requests.

--Update materials at South San Francisco branch.  

--Acting-Director in the absence of the Director.

--Perform related duties as assigned.

QUALIFICATIONS
Knowledge of:

--Legal research, including CD-ROM and online services.

--Management principles and practice.

--Library purposes, organization techniques and procedures.

--Budget principles and practices.

--Ability to perform automated bookkeeping and accounting tasks.

--Windows based software, including Word and Excel

--Web page design and management

Skill/Ability to:

--Plan, direct and evaluate programs and activities.

--Train, supervise and evaluate staff.

--Analyze and resolve problems.

--Work cooperatively and effectively with others.

--Communicate effectively orally and in writing.

--Administer a budget.

--Operate and instruct others in the use of copy machines, microfilm reader/printer,  CD-ROM, and other standard 

   office equipment.

--Alphabetical and library numbering system ability.

--Strength to push a cart of books.

--Must be able to shelve on high and low shelves.

--Must be able to ascend and descent stairs.

--Strength to lift boxes up to twenty pounds.

Education and Experience:

Any combination of education and experience that would likely provide the required knowledge, skills, and abilities is qualifying, unless otherwise specified.  A typical way to qualify is:

Education:  A.A. in Library Technology; BA or BS from an accredited college or university.

Experience:  Library experience, preferably in a law library.

Physical Requirements:  Standing or sitting for extended periods.  Ability to ascend and descend stairs.  Lifting, bending, pushing, pulling and reaching are also required.  

Other Requirements:

--May be required to work evenings and weekends in an emergency.

--Must hold a current and valid California driver's license.
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