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Librarian I 

Title: Librarian I 

Grade: 8 

Immediate Supervisor:  Department Manager 

Basic Function: 

This is the entry level position for the professional librarian class.  Performs a 

variety of moderate to highly complex technical and administrative tasks 

requiring considerable thought and analysis related to the delivery and the 

management of public library services and operations.  

Distinguishing Features of the Class: 

This classification performs professional librarian tasks that require the 

incumbent to possess a master of library science degree. The incumbent is 

expected to apply the full range of modern library principles and practices in 

executing assignments. The distinguishing feature of this class is that duties 

include identifying community needs and developing a program to meet them 

through the application of professional librarian knowledge, skills, and abilities.  

The work is performed under the general supervision of a higher level Librarian 

depending upon the nature of the assignment. As a Librarian gains on-the-job 

experience, tasks of increasing difficulty are assigned. A Librarian may substitute 

for a higher level Librarian in the latter's absence.  Employees assigned to this 

class are required to provide service in accordance with the Library’s mission and 

core values. 

 

Characteristic Duties and Responsibilities: 

Answers reference and reader’s advisory questions in person, by telephone, and 

online.  

Assists patrons in the selection, organization, and interpretation of library 

materials. 

Responds to customer needs and deals with them in a pleasant, friendly and 

professional manner.  

Responds to patron complaints and reports on problem resolution.  

Deals promptly and effectively with difficult and demanding patrons. 

May act as Librarian in Charge as needed. 

Processes ILL requests from patrons, other libraries and staff by searching 

bibliographic reference and online databases (Search Ohio and World Cat). 

Keeps abreast of current trends and new professional techniques; participates in 

the activities of professional and related organizations. 
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May serve on system-wide and professional committees. 

Maintains neat and orderly work areas.  Keeps computers and photocopiers 

operational (machines filled with paper and toner; analyzes and corrects basic 

machine failures). 

May design and offer a variety of educational and training programs for patrons, 

patron groups and employees to assure that community members of all ages and 

employees have the skills needed to locate, evaluate and use information 

resources of all types. Instructs customers in use of technology; performs database 

searches. 

Makes corrections to the online catalog within established parameters.  

Designs, coordinates, markets, plans and presents innovative programs that meet 

the changing needs of children and adults.  

Gives book talks to library and to civic groups and writes book reviews.  

Facilitates book groups both onsite and offsite as assigned. 

May plan and prepare displays and bibliographies. Compiles book lists, 

pathfinders and subject bibliographies. 

Participates in materials selection for one or more specialized subject fields and 

manages a variety of information or bibliographic files.  Will be in charge of an 

assigned area of collection development. 

Reads and evaluates reviews and recommends selection.  Responds to suggestions 

from patrons in print and online. 

Continually reviews collection for the purpose of removing old or infrequently 

used materials. 

May perform routine Point Of Service duties (i.e. issue library cards; place patron 

holds; renew items; may collect patron fines). 

Interprets and assures the implementation of official library policy.  

Multitasks in a fast-paced environment as staff is required to be task-oriented and 

continue to be available for patron inquiries. 

Knowledge, Skills and Abilities: 

Good knowledge of professional library science skills; good knowledge of reader 

interest levels; ability to interpret community needs and develop work programs; 

ability to speak and write effectively; resourcefulness; initiative; tact and 

courtesy; desire and ability to work in a team environment; excellent professional 

judgment.  This position requires strong computer skills; demonstrated 

competency in productivity software as well as Internet searching skills.  The 

individual in this position must be able to multitask on a busy reference desk.  

Education, Training and Experience: 

This position requires a Master of Library Science degree issued by an ALA-

accredited library school.  One year of related experience preferred.  Librarians 

working with specific populations and/or age groups (i.e. teenagers, seniors, or 

children) are required to have service and programming experience related to that 

population.   
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The intent of this summary is to characterize the typical duties and responsibilities 

that will be required of individual positions assigned to this classification and should 

not be construed as representing the specific duties and responsibilities of any 

particular position. Employees may be expected to perform their related duties 

which are specific to their area that may not be reflected in this class summary. 

 


