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MAJOR DUTIES

Serves as a librarian providing guidance for the following: acquisition and processing of materials, classification, descriptive and subject cataloging, use of automated technical services utilities and the automated library system. This responsibility requires the application of knowledge in support of the customer; national and international card indexing and references, and full professional knowledge of the theories, objectives, principles and techniques of being a librarian.

1. Technical Services. 60%

-- Acquisition: Formulates and executes plans and procedures for acquiring library materials, both foreign and domestic, in accordance with mission needs, pertinent regulations, and current research and development trends. As a technical expert reads widely and remains current of the literature in the subject matter fields required to develop the collection. Maintains acquisition files for all library materials on order, not limited to but including; blanket purchase agreements, direct orders, subscription renewals, and deposit accounts.

-- Classification and cataloging: Initiates and recommends local policy for classification and cataloging, both subject and descriptive of all library materials regardless of format (monographs, documents, technical reports, microfilms, audio visual or computer). Based on analysis of materials, local policy, and knowledge of user requirements assigns proper classification and decides extent of cataloging information and descriptors required. Performs computer searches on OCLC utility for cataloging information, selects correct classification, format and most appropriate entry compatible with established local policy, and orders catalog cards. Evaluates the accuracy and applicability of the information, which is input by various member libraries on the network. Responsible for inputting, cataloging, and classifying  information for library materials not currently in the system for use by other libraries.

--Automated technical services utilities: Serves as librarian for maintenance of the automated OCLC utility and Data Trek interface. Maintains tapes and disks in a secure environment. Orders supplies required to maintain these systems.

2. SYSTEMS: 40%

--Applies expert knowledge of library automation and information handling to the design, development, operation and maintenance of the automated library system at the Ft. Myer Library. Coordinates evolution of the integrated library system used at the library with system designers, analysts, programmers, and library automation specialists. (This system is a commercial system used by many different libraries around the world.) Acts as technical expert in defining functional parameters to be incorporated into the system to maintain state-of-the art capabilities (e.g. full Boolean search capability, full authority control, support for multiple record types), and to assure adherence with national library and DOD automation standards. Coordinates development, testing and implementation of new modules to expand the capability of the basic system.  Systems include but are not limited to . CD-ROM and other database publishing linkages, report writing, full text storage and retrieval); and of telecommunications and networking capabilities to provide interfaces with other library systems and to expand access to the in-house network to users at remote sites. Serves as the primary expert reference and resource librarian for developers of these capabilities. Acts as technical expert in determining the most effective automated approach to user problems. Investigates applicability of new technology and services (minicomputer, microcomputer, commercial software packages, telecommunications equipment, electronic storage media, online database services) to the requirements of the library and information network: Designs and conducts training programs, briefings, and demonstrations of software and hardware for library staff, users, and various automation experts.

--Provides substantive advice on long-range planning and budgeting for automated systems and services. Prepares input for automation portions of CAPERS and the library budget. Prepares documentation in support of funding for automated systems and services. Coordinates cooperative funding efforts with other Federal agencies, developing interagency agreements of other implementing documentation as required, and interacting with officials of those agencies at appropriate decision making levels. Prepares functional specification for new or ongoing software and hardware acquisition, developing, and maintenance contracts. Evaluates vendor proposals, advising Contracting Officers as to their viability, cost-effectiveness, and acceptability. Acts as Contracting Officers Representatives for all ADP contracts, reviewing and evaluating vendor performance to ensure effective, efficient and reliable software and optimum equipment performance. Serves as the library's representative to automation networks and users groups.

Performs other job related duties as assigned.

FACTOR LEVEL DESCRIPTIONS

FACTOR 1, Knowledge Required by the Position, 1-6 (950 Pts)

Standard methods, techniques and principles of one or more specialty areas of librarianship.  Knowledge of Dewey Decimal Classification Scheme, OCLC bibliographic utility, Library of Congress Subject Headings, Data Trek automated library system operating on a Nouvelle local area network, and DOS operating system.

Procedural knowledge to formulate plans, acquisition and evaluation of computer software and equipment required to support library functions


FACTOR 2, Supervisory Controls, 2-3 (275 Pts)

The supervisor defines continuing areas of responsibility or long-term assignments, set the general objectives and indicates available resources. Overall deadlines flow from the work situation (e.g. newly accessioned materials to be cataloged), or in the case of projects and reports, the librarian consults with the supervisor to establish priorities, deadlines, and resources required.

The librarian is responsible for planning and carrying out the work, resolving most of the conflicts that arise, integrating and coordinating the work with other functional areas (e.g. reference, administration, academic support program). The librarian interprets policy, regulations, and directives on own initiative in terms of established objectives. In some assignments, such as special projects, the librarian also determines the approach to be taken and the methods to be used. The librarian keeps the supervisor informed of progress, potentially controversial matters, issues with far-reaching implications, and intractable problems.

Completed work is usually evaluated for technical soundness, appropriateness to the needs of the library and its clientele, and conformity to policy and requirement. The methods used by the librarian in arriving at the end results are not usually reviewed in detail. 

FACTOR 3, Guidelines, 3-3 (275 Pts)

Librarian uses judgment in interpreting and adapting the guidelines for application to specific cases, problems, or situations, in applying standard library practices to new situations and in relating new work situations to precedent ones. In addition, the librarian analyzes the results of adaptations and recommends changes or improvements to the guidelines. exercises considerable judgment and discretion with broad latitude for interpreting and applying guidelines. 


FACTOR 4, Complexity, 4-4 (225 Pts)

Assignments typically consist of a management of two major library functions, technical services and automation. Librarian will perform a wide variety of duties in these function areas that require a variety of techniques and methods to determine the best approach in either or a combination of those two areas.

Decisions regarding what needs to be done include assessment of new or unusual circumstances, variations in approach, and/or incomplete or conflicting information. Planning, coordination, and problem resolution are affected by the increasing quantity of information available and variety of sources, consideration of cost effectiveness; and probable areas of future change in methods of accessing and disseminating information.

Assignments involve determining the nature and extent of information needs or problem areas, interpreting a variety of bibliographic records, information sources, and library materials, and planning the approach best suited to the situation. Examples include performing original cataloging and classification of serials, determining the best method of identifying subsequent changes in such elements,  utilizing general and specialized data bases, interlibrary loan and other diverse sources of information, and library cooperative arrangements to meet immediate and ongoing information retrieval needs.  ; Assignments also include evaluating and implementing the modules of the automated library system, making the necessary modifications in the vendor-supplied software which  links   to existing integrated library modules, evaluating performance, troubleshooting, and working with the vendor to resolve larger problems; preparing statements of work and contract specifications, and overseeing contractor performance of work such as data entry, bar-coding, and shelving.

FACTOR 5, Scope and Effect, 5-3  (150 Pts)


The purpose of the work is to apply established practices and techniques to investigate and analyze a variety of frequently-encountered library problems, questions, or situations such as in the management of a general library, or a definite area of responsibility in public services, technical services, or systems.  The librarian recommends solutions or courses of action.  The work affects other library personnel, and the ability of clientele to perform their missions. Furnishing accurate, timely, and responsive information enables clientele to accomplish their missions more effectively and/or to derive satisfaction from the enrichment and recreation provided. 


 FACTORS 6 & 7, Personal Contacts and  Purpose of Contacts 2b- (75 Pts)

Librarian contacts individuals or groups from outside the employing agency in a moderately unstructured setting, such as non-routine contacts with contractors, vendor representatives, library personnel in other agencies and/or non-Federal libraries, and representatives of professional associations. The purpose of the contacts is to plan or coordinate work efforts, solve operating problems, or to provide advice to managers and clientele.

FACTOR 8, Physical Demands 8-2  (20 Pts)

The work requires some physical exertion such as long periods of standing or recurring activities such as bending, crouching, stooping or reaching for materials.  Incumbent may load, unload and push book trucks or similar equipment in locating requested materials.  May lift materials weighing up to 50 lbs.

FACTOR 9, Work Environment, 9-1 (5 Pts)

Work involves everyday risks or discomforts typically associated with libraries, offices, meeting and training rooms. Work areas are adequately heated, lighted, and ventilated.

 The point total for this position is 1975 which puts it at the GS-09 level.  

