LRC REFERENCE LIBRARIAN
	Requirements on Job Description
	Qualifications of Personnel

	Bachelor’s degree in Library Science or equivalent
	Master’s degree in Library Science from Texas Woman’s University

	Library experience and adequate computer skills
	Four years experience in working at TVCC Library as Technical Assistant, Reference Assistant, and Reference Librarian

	Training and experience in cataloging with Library of Congress classification
	Four years experience working with the Library of Congress classification system Completed a formal, four month cataloging class and attended a workshop on creating Library of Congress call numbers

	Works with the LRC director in overall supervision and planning of learning resources and assists in gathering information for the strategic plan
	Two years experience running crucial reports and compiling data for inclusion in the strategic plan

	Responsible for computerized procedures within the library and instructs personnel in their use
	Four years experience with Sirsi Unicorn Workflows Routine training sessions for personnel are held to provide instruction

	Trains technicians and student assistants
	Two years experience training newly hired technicians and student workers in daily library operations  Created current student worker training manual 

	Supervises the processing area of the LRC
	Two years experience overseeing processing area of the LRC

	Responsible for cataloging of materials
	Two years experience supervising cataloging of materials

	Assists in research projects for students, faculty, and administration
	Two years experience providing reference services for students, faculty and administration as needed

	Processes interlibrary loan requests when applicable
	Two years experience using OCLC and Amigos ILL procedures  Attended three day intensive workshop  pertaining to OCLC ILL resource sharing

	Works at circulation desk as required, checking out books and assisting students and faculty with reserve materials, periodicals, and assists in location of materials
	Four years experience in working at TVCC Library as Technical Assistant, Reference Assistant, and Reference Librarian

	In charge of reserve collection and new book lists for faculty.  Withdraws outdated materials.
	Two years experience creating and maintaining the reserve collection  Currently follow the CREW method for withdrawal of materials

	Completes inventory as needed.
	Four years experience completing the library’s annual inventory

	Conducts library tours and bibliographic instruction for classes as requested.
	Two years experience as Reference Librarian conducting library tours, bibliographic instruction and computer room orientation as requested by TVCC instructors

	Supervises activities in computer room
	Four years experience supervising the activities in the computer room as LRC Technical Assistant, Reference Assistant, and Reference Librarian  Responsible for creating and enforcing computer usage policies as well as implementing new technologies

	Maintains LRC records and files
	Four years experience collecting and maintaining usage statistics, gate records, and survey responses as LRC Technical Assistant, Reference Assistant and Reference Librarian

	Assists with assigned LRC projects
	Four years experience assisting with any assigned LRC projects


