DABNEY S. LANCASTER COMMUNITY COLLEGE

POSITION ANNOUNCEMENT

LIBRARY SPECIALIST II 

POSITION NO. 00026
CLOSING DATE
 
July 15, 2011
SALARY and 

 
This is a twelve-month position – Pay Band 4
BENEFITS


Salary Commensurate with education and experience





Benefits:  Annual/Sick Leave, Short/Long-Term Disability, 




Health Insurance, Retirement, 403(b) and Cash Match.
QUALIFICATIONS    
Associate’s Degree 


Bachelor’s Degree preferred

Must be motivated, energetic and able to provide excellent customer service to students, faculty and community patrons in all aspects of library services.


Library experience helpful


Must be able to plan and organize multiple projects and work independently and with a team. 


Knowledge of computer and webpage applications desired.  Position will present and teach library information workshops.  The position will work one evening a week and at least one Sunday afternoon a month.

START DATE 
 
July 2011
DUTIES INCLUDE:   
Present library information workshops to DSLCC on 




campus and area high schools.  Provide excellent 





customer service to students, faculty, and community 




patrons in all aspects of library services. Develop and 




maintain library webpage. Administer distance education 




testing following NCTA guidelines. Keep accurate records 




of all testing center materials. Perform Circulation duties 




including annual statistics and various reports. Develop 




and maintain library special collection archives. Provide 




career related workshops and individual training to 




students and the community




Library Workshops - Present Plagiarism, APA, MLA,




and other library related workshop to all incoming




freshmen/Governors School and Dual enrollment High




School students. (on and off campus)




Schedule and provide Plagiarism workshop to all 





instructors for classrooms (English, Nursing etc.) 




Provide workshop to all SDV classes each semester




Circulation Desk Duties - 





Process and Catalog A/V materials 
Aleph-keep accurate patron database information
Aleph- report statistics for cataloging and circulation 

Maintain accurate circulation statistics 

Assist patrons in checking in/out library materials
Testing Responsibilities – 

Maintain all distance and on campus testing statistics 

Provide up to date, accurate testing information to staff 

Act as liaison between faculty and student for distance education
Maintain a secure testing environment according the National College Accreditation Guidelines 

Webpage Maintenance - 

Update library webpage (all aspects)

Check for broken links

Update current hours and events
New Student Orientation -

Create and distribute student ID/Library cards for all incoming freshmen 

Other duties as assigned by Director that includes working one night a  week and one Sunday afternoon a month
Dabney Lancaster Community College is committed to Equal 

Opportunity/Affirmative Action and Diversity

