JOB DESCRIPTION
PUEBLO CITY-COUNTY LIBRARY DISTRICT
______________________________________________________​__________________​________

POSITION:
Local History & Genealogy Assistant
Organization Group:  Associate

DEPARTMENT:
Local History & Genealogy
Level:  C

EFFECTIVE:
January 31, 2014
FLSA Status:  Non-exempt
______________________________________________________​__________________​________


This Job Description identifies the essential responsibilities of this job. 

▪▪ I.
POSITION PURPOSE
The purpose of the Local History & Genealogy Assistant is to support internal and external customers and the LHG team by providing a consistently high level of customer service and support to the department.  This is accomplished through direct customer service, assisting with special projects including digitization and cataloging projects, and may also organize and process archival materials.
▪▪ II.
RELATIONSHIPS
The Local History & Genealogy Assistant reports directly to the Manager of Local History & Genealogy. This position is customer facing and promotes a positive library experience by maintaining courteous and respectful interactions with team members, volunteers and customers.   The position provides excellent customer service demonstrating the ability to communicate effectively with people regardless of age, race, sexual orientation, ability level or background.

▪▪III.
PRIMARY DUTIES AND RESPONSIBILITIES
Works at the Local History & Genealogy desk as scheduled, providing reference services at the main and archival desks within the Department. Replies to reference requests from internal and external customers, online, over-the-phone, and in-person. 
Serves customers by locating and demonstrating use of department resources, addresses research inquiries, provides research assistance, and provides information on Local History & Genealogy programs and services.  May conduct educational tours to the public and PCCLD staff. May provide training to PCCLD staff about LHG resources.
Efficiently performs administrative tasks such as handling phone calls, correspondence, maintaining files, operating standard business equipment, operating microfilm and flatbed scanners, and handling cash.
Collaborates with team members on special projects, programs and events, including exhibit development. 

Performs collection research and document delivery research as needed. 
Processes Pueblo Obituary Index requests from the public, and works with the PCCLD webmaster to maintain, update, and troubleshoot the Pueblo Obituary Index database.
Shelves books and other library materials in their proper location in accordance with library standards, and maintains order of books and other library materials on shelves and in storage.

Supports team efforts to maintain a safe and secure environment for customers and staff by maintaining awareness of surroundings and working in accordance with safety policies and procedures.

Participates in regularly scheduled department meetings.  Attends All Staff Development Days and other training sessions to acquire new skills and to stay current on all information that is pertinent to PCCLD.

Reads daily organizational communications from intranet, e-mail, newsletters and print announcements.  Stays current on all library services, programs and events throughout the district. Regularly accesses electronic time keeping, payroll, and personnel employee access systems.

▪▪IV.
  OTHER DUTIES AND RESPONSIBILITIES

· May serve on library committees as a department representative.
· Performs other duties as needed.

▪▪ V.
EDUCATION, KNOWLEDGE, EXPERIENCE, SKILLS AND ABILITIES RE​QUIRED  

Education and Experience:  Associates degree is required.  Requires two years’ similar work experience, preferably in a public library.  Knowledge of local history and non-profit organizations is preferred.  

Skills and Abilities:  
· Position requires computer skills using word processing, spreadsheets, e-mail, the internet and library catalog and databases.  
· The ability to communicate effectively with a wide variety of customers.  
· Ability to write and proofread written material with a high level of accuracy.  
· Ability to express ideas clearly in writing, using proper style and grammar.  
· Basic mathematical skills and accurate counting of money. 
· Ability to organize emphemera and files in alphabetical, numerical and other types of order. 
· Ability to function under flexible and changing conditions.  
Physical Requirements:  Must have the ability to do repetitive work including hours of standing, bending, kneeling, shelving, lifting, pushing and pulling.  Must be able to lift objects weighing up to 50 pounds and push /pull a fully loaded book cart weighing up to 200 pounds.

Other Requirements:  Must be able to work a flexible schedule including days, evenings and weekends.  Must submit to and successfully pass a criminal background investigation.

Equal Opportunity Employer.
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