
City of Happy Valley 

 

Job Title:  Librarian 

Department:  Library 

Reports to:  Library Director 

FSLA Status:  Non-Exempt 

GENERAL PURPOSE 

To provide professional library services of a complex or technical nature; in person, on the 

phone, and electronically, may act as a lead worker of a major or functional area overseeing the 

activities within the section.  Performs related duties as assigned. 

DISTINGUISHING CHARACTERISTICS 

The Librarian classification is primarily oriented to perform professional library functions, 

requiring independent judgment and application of accepted, current library work methods, 

techniques, and professional standards. Library services and programs are designed to assist 

the general community with books, documents, pamphlets and other materials in different 

formats for reading, research, reference purposes or general recreation and information. 

TYPICAL TASKS 

Duties may include but are not limited to the following: 

1. Performs difficult or technical reference and readers' advisory service; performs on-line 

reference searches in state, national and commercial bibliographic databases; may assist 

patrons in selection of books. 

2. May act as the lead worker for a specific functional area overseeing the work of and 

providing assistance to other staff; may have responsibility for training, assigning and 

scheduling work of certain staff. 



3. Recommends library materials for purchases based on patrons' needs or individual 

requests; assists patrons in the use of library tools and services; develops programs and 

activities that inform the public concerning library services. 

4. May develop and conduct library programs for groups of various ages or coordinate 

events and serve as a point of contact for performers. 

5. May develop marketing messages and promotional materials for Library programs and 

services including newsletters, Facebook posts, etc. 

6. May participate and serve on various committees; attend professional conferences and 

meetings; maintain statistical and other records; prepares monthly, annual or special 

reports as required. 

REQUIRED KNOWLEDGE AND SKILLS 

Thorough knowledge of: Principles and practices of librarianship including, reference and 

bibliography; library facilities and services; library programs and their relationship to 

community needs; promotions and marketing. 

Working knowledge of: Principles of library organization, administration, cataloging; standard 

books, periodicals, reference, bibliographic works and their general contents; concepts and 

techniques for prioritizing and organizing work; principles and techniques of supervision and 

training; library computer systems, software programs such as word processing, spreadsheets, 

and promotional material design and communication. 

Skill to: Meet and work with the public effectively with an emphasis on a high level of customer 

service; Analyze a wide variety of problems related to library service and recommend effective 

actions; perform difficult reference work; research and incorporate national trends or other 

library specialties; recommend books and programs to fill the needs of the community and of 

individual patrons; analyze statistical records and prepare reports; operate and troubleshoot 

office equipment and computer software including both specialized library databases and 

library computer systems.  Effective in communication both verbally and in writing; establish 

and maintain effective working relationships. 

 



WORKING CONDITIONS 

Position requires shelving books onto shelves (above and below shoulder height), continuous 

walking/moving about, standing for extended periods, squatting, bending, kneeling and 

frequent reaching; ability to lift 35 pounds; may be exposed to a variety of environmental 

elements, including dust. 

OTHER REQUIREMENTS 

Possession of a valid driver’s license or an acceptable alternative method of transportation is 
required for occasional/incidental driving. 

MINIMUM RECRUITING STANDARDS 

A master’s degree in Library Science (MLS or MLIS) or any satisfactory combination of 

experience and training that demonstrates the required knowledge and skills. 

PAY RANGE 

$24.88 – $32.57 Per Hour 
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