ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1
Position Title:  
Jr. Librarian


1.2
Position level:

S1

1.3
Major Group: 
Library, Archives and Museum Services Group




1.4
Sub-Group:

Library Services


 

1.5
Job Code No.: 
14-640-06



1.6
Job Location: (Complete as appropriate):

Ministry: ____________; Department: ___________; Division: ___________;
Section: ______________; Unit: _______________.

1.7 Title of First Level Supervisor  (Official title of the Supervisor): Librarians.

2. PURPOSE, DUTIES AND RESPONSIBILITIES (Describe the purpose, duties and responsibilities, indicating what is done and how it is done.  Purpose should be a short statement linking the position to the mission and goals of the organization and specifying the outputs of the position.  Duties should be presented in decreasing order of percentage of time spent on them, or in order of relative importance):

Purpose:  

Performs routine duties, which support library public (circulation, stack management, document and materials delivery) and /or collections (ordering, processing, and cataloging) services applying standard library policies and procedures to daily work. 

	Duties and Responsibilities
	% of Time

	· Provide information to the library user on library policies and procedures. 

· Supervises and performs complex clerical library functions (e.g. serial ordering and record maintenance, cataloging from bibliographic copy)

· Schedule the work of and train student assistants and clerical employees

· The work involves the performance of routine library clerical duties necessary for proper organization and distribution of library materials.

· Performs routine searches of and updates to computer records;

· Issues borrowers cards according to library procedures

· Performs routine circulation, reserve and overdue functions

· Calls patrons to deliver messages or information on library materials

· Compiles statistical reports for circulation, and attendance

· Assigns and reviews work of subordinate staff and creates work schedules.

· Any other duties assigned
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3. KNOWLEDGE AND SKILLS REQUIRMENTS  (Minimum requirement for performance of work described (Level of Education, Knowledge, Skill and Ability): 

3.1
Education: 
Bachelors

3.2 Training:  
3.3
Length and type of practical experience required:

Fresh entry

3.4
Knowledge of language(s) and other specialized requirements:

Reading knowledge of one or more foreign languages including Dzongkha and English required. 

4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):


Incumbents in both public and technical services perform tasks requiring a working knowledge of library procedures and policies as they relate to the work assignment. A working knowledge of department and library activities, policies, and procedures in necessary. Incumbents perform work that is routine and repetitive in nature. Tasks are well defined. In most cases, problems and their causes are easily identified. 

5.
SCOPE AND EFFECT OF WORK (Describe the breadth of work performance, and the effect the work has on the work of others or the functions of the organization):
S/he may schedule the work of and train student assistants and clerical employees and responds to and resolves common inquiries from patrons and staff.

6. INSTRUCTIONS AND GUIDELINES AVAILABLE:

6.1
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


Guidelines are clear, well defined, and applicable to the tasks assigned. Work is performed under direct supervision of higher-level clerks or Librarians.

6.2
Guidelines (Indicate which written or unwritten guidelines are available, and the extent to which the employees may interpret, adapt or devise new guidelines):

Generally the incumbent will function under specialized unit in line with written and agreed local practices, internal norms and standards. Guidelines are clear, well defined, and applicable to the tasks assigned. Work is performed under direct supervision of higher-level clerks or Librarians.

7.
WORK RELATIONSHIPS (Indicate the frequency, nature and purpose of contacts with others within and outside the assigned organization (other than contacts with superiors):
The incumbent may also guide and direct the work of junior library staff and volunteers and quite frequently and interact with patrons and other staff.   

8.
SUPERVISION OVER OTHERS (Describe responsibility this position has for supervision of other employees, including the nature of supervisory responsibilities and categories and number of subordinates, both directly and indirectly supervised):

The incumbent may also guide and direct the work of and train student assistants and other junior library staff and volunteers etc. May supervise lower library staff and volunteer etc. 

9.
JOB ENVIRONMENT (Describe physical demands required, such as walking, standing, lifting heavy objects, etc., and/or any risks or discomforts like exposure to hazards such as exposure to chemicals, infections, radiation, extreme weather and other hostile working conditions):
Spend a significant portion of time at their desks or in front of computer terminals; extended work at video display terminals may cause eyestrain and headaches. Lift heavy items such as furniture, equipments and also handle chemicals in the process of fumigation and other preservation and conservation of library materials. 
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