
Created and adopted 9/20/06 
Revised and adopted 2/18/09 
Revised and adopted 12/18/13 
Revised and adopted 7/15/15 
Revised and adopted 7/20/16 

 

 

 

 

JOB TITLE:        REFERENCE AND READER SERVICES LIBRARIAN  

      

DEFINITION STATEMENT:  

Under the supervision of the Head of Reference and Reader Services performs 
professional work involving collection development, reference and reader advisory 
and library instruction to patrons.  Serves as person in charge.  This is a non-exempt 
position.   

 

DUTIES AND RESPONSIBILITIES: 

1. Provides consistent, gracious and friendly service to internal and external 
customers. 

2. Understands and enforces the library policies and procedures while 
safeguarding confidential and restricted information.   

3. Answers reference and reader advisory questions in person, by telephone, 
via e-mail and online.  

4. Instructs and assists patrons and staff in the use of public computers, 
devices, digital and print resources. 

5. Selects materials for the collection and participates in collection evaluation 
and maintenance.  

6. Creates and markets the collection through electronic and print 
presentations.  

7. Teaches/conducts classes, programs and/or workshops.   
8. In collaboration with the department head develops and presents 

programs. 
9. Regularly works at the Reference and Reader Services Desk. 
10. Creates, develops and maintains projects in specialized areas.   
11. Refers unresolved reference services issues to supervisor or person in 

charge as appropriate.   
12. Keeps informed of current information and trends at the local and regional 

library level. 
13. Keeps work areas neat and orderly.  
14. Attends appropriate meetings as assigned by supervisor.  
15. Performs other duties as assigned by supervisor.  
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KNOWLEDGE, SKILLS AND ABILITIES: 

1. Ability to establish and maintain effective working relationships with staff 
and public. 

2. Ability to empathize and relate to the needs of all patrons.   
3. Ability to communicate effectively orally and in writing.  
4. Knowledge of Reference and Reader Services principles, practices and 

technology.  
5. Ability to remain calm and effective in difficult situations. 
6. Ability to exercise reasonable and independent judgment and discretion.     
7. Ability to manage and prioritize multiple tasks.  
8. Ability to analyze and synthesize data to produce new or revised processes 

and procedures.    
9. Ability to perform advanced internet searching.   
10. Considerable knowledge of electronic resources.  
11. Ability to conduct a reference interview.  
12. Ability to bend, stoop, lift and carry.  Ability to push fully loaded cart. 
13. Knowledge of PCs and windows software applications.   
14. Ability to adapt to and effectively implement change.  
15. Ability to use a variety of office equipment.   

 

QUALIFICATIONS FOR JOB: 

ALA/MLS degree required with one year of customer service experience.  Includes 
evenings, weekends and mandatory workdays.  Access to a vehicle.  

 

 


