Maryland State Library for the Blind and Physically Handicapped

Position Description

POSITION TITLE:

Technical Services Assistant
SECTION:


Technical Services
NATURE OF WORK:
Assisting the Technical Services staff with processing returned books, pulling, charging, mailing, discharging and re-shelving audio, large print and Braille library books
ACCOUNTABLE TO:
Director of Volunteer Services

TYPICAL RESPONSIBILITIES:
· Inspect audio books for completeness and damage

· Rewind cassettes if necessary

· Shelve audio and large print books

· Retrieve audio books and large print books for walk-in patrons or for mailing
· Charge and discharge books

· Withdraw damaged books from the collection and prepare for shipping

· Participate in special projects

QUALIFICATIONS:

· Manual dexterity

· Ability to see details at close range (within a few feet of the observer)

· Ability to reach high and low shelving

· Ability to move book trucks and mails gurneys

· Ability to climb a stepladder 

· Ability to stand for extended periods of time

· Knowledge of alpha/numeric filing systems

TRAINING:  


Provided by section head or staff in charge of special projects.
SUPERVISION:  

The section head provides direct, daily supervision.  The Librarian in charge of Circulation and Inspection provides overall supervision for the section.

TIME COMMITMENT:
Volunteers are asked to make a minimum six months commitment.

