ROYAL GOVERNMENT OF BHUTAN

ROYAL CIVIL SERVICE COMMISSION

POSITION DESCRIPTION 

1. JOB IDENTIFICATION:

1.1    Position Title:           Librarian 

1.2 Position Level:          P4

1.3 Major Group: 
Library, Archives and Museum Services Group 

1.4 Sub-Group:

Library Services


 

1.5 Job Code No.: 
14-640-04


1.6    Job Location: (Complete as appropriate):

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

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

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 complex and specialized duties in carrying out of the technical and user services of the library.  

	Duties and Responsibilities
	% of Time

	. 

· Performs complex and specialized duties, which support library public (circulation, general reference, stack management, document and materials delivery) and/or collections (ordering, processing, cataloging) services and/or branch/section operations. 

· Interprets library policies, procedures, standards and practices., requiring some level of independent judgment, in applying them to work and complex problem solving. 

· Direct the work of other library assistants and student assistants.

· Participates in formulating policy enhancements and streamlining. 

· Performs original cataloging and classification and record editing;

· Performs collection development by recommending titles for purchase and/or deletion; Plans and implements library programs for adults or children;

· Compiles bibliographies and functions as subject specialist;

· Performs on-line database searches, and search training;

· Prepares statistical and/or narrative reports, memoranda and correspondence;

· Any other tasks assigned by the Supervisors


	20%

10%

       20%

       10%

       10%

       10%

       10%

        5%

        5%


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:  Should have participated in workshops and short training courses both at the national and international level.

3.3   
Length and type of practical experience required: Minimum of 4 years of   experience as Asst. Librarian or equivalent experience.
3.4
Knowledge of language(s) and other specialized requirements: Reading knowledge of one or more foreign languages may be required such as English, and Dzongkha, and other local dialects/languages.
4.
COMPLEXITY OF WORK (Describe the intricacy of tasks, steps, processes or methods involved in work, difficulty and originality involved in work):
The incumbent must be resourceful in resolving problems and discrepancies, doing research, developing and improving procedures, preparing materials for library users, and using and coordinating library computer systems as resources or assisting others to effectively utilize library computer systems etc. Work assignments may be complex and varied, often outside the scope of standard practices and established guidelines. In areas that are not covered by a written policy and procedure, independent judgment in making decisions is expected.

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):
An understanding of how the activities of the assigned unit fit into the overall activities of the library is also required. Unprecedented problems or ambiguous guidelines require resolution through research and consultation with librarians or other staff members.  The incumbent may serve as a resource person, providing information to department heads, as well as other library users.

6.
INSTRUCTIONS AND GUIDELINES AVAILABLE:
6.1
Instructions (Describe controls exercised over the work by the Superior; how work is assigned, reviewed and evaluated):


General supervision is received from higher-level librarians and this performance only be evaluated based on certain forms, format and criteria. 

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 agreed local practices internal norms and standards. 

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 serve as a resource person, providing information to department heads, directors, as well as other library users. May direct the work of other library assistants and student assistants and participates in formulating policy enhancements and streamlining etc.

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):


May direct the work of other library assistants, clerical staff and student assistants.

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):
Works in an environment characterized by information in a wide-variety of forms, not only books and periodicals. However 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 other preservation and conservation of library materials.

PAGE  
2

