
 
 

Position Description 
 

Position Title:  Technical Services Assistant 

Department:  Library 

Position Code:  N0400 

Date Prepared:  3/6/14 

FLSA Status:  Exempt  Non-Exempt          Full Time:  Yes   No  

              

JOB SUMMARY: 

The Technical Services Assistant orders, receives, catalogs, and processes all library materials 

for the James P. Boyce Centennial Library and describes these materials by creating 

bibliographic, holdings, and item records.  The Technical Services Assistant carries out special 

projects relating to acquisitions and cataloging of materials for the library. 

 

ESSENTIAL JOB FUNCTIONS: 

The employee in this position will have the following essential job functions: 

 To create and track orders for book, music, journal, microform, and audio-visual 

materials whether physical or virtual; to cooperate with internal and external customers 

(vendors, publishers, seminary personnel) to answer questions and resolve problems 

about library orders; to check the library database for duplicate items and other editions 

 To invoice, process, and track payments for all materials ordered by the library; to create, 

track, and maintain standing orders for the library’s collections; to record donations of 

materials made to the library 

 To catalog details about an item owned by the library in a bibliographic record according 

to national standardized rules for cataloging; to catalog materials in various formats:  

books, printed music, audio-visual materials, journals, microforms, and theses; to input or 

edit a bibliographic record in OCLC’s database and to export the bibliographic records 

into SBTS integrated library system with further editing; to define materials as being 

located in the various collections within the library building 

 To accession (assign a local call number to) all audio-visual materials; to make copies of 

the instrumental parts for campus orchestras and ensembles 

 To help select classification numbers in the Dewey Decimal and library of Congress 

classification systems depending on the location of materials in the library 

 To prepare authority work, that is , to bring all names and series in the bib record into 

conformity with previously established headings or to create new authority records; to 

maintain the library database, making corrections to headings 

 To create a holdings record and an Item record for each item owned by the library 



 To label all library materials using the OCLC label program; to label boxes for serials 

and music anthems; to assure that the materials are processed to be shelf ready (this 

would include laminating paperback books, sewing pamphlets into binders, and wrapping 

worn books); to input a commercial bindery order for professional binding of selected 

paperbacks and journals 

 To prepare materials for extension centers; to withdraw materials and prepare them for 

donation elsewhere 

 To enter change of location information about materials going to offsite storage; to pack 

boxes with offsite materials and enter information about offsite materials into the ITOB 

database 

 To maintain the Curriculum Materials Center for Boyce College (located in the library) 

 To keep daily, monthly and annual statistics in an Excel spreadsheet and keep 

departmental manuals up-to-date 

 

Performs other duties as may be assigned by supervisor. 

 

EDUCATION: 

The person in this position should have a high school education.  Some college education is 

preferred as is a familiarity with a foreign language; German or Latin are more useful.  If the 

person specializes in cataloging music materials, he/she should be knowledgeable in classical 

music history and contemporary Christian music.  All Technical Services Assistants should be 

knowledgeable in biblical studies or church history. 

 

EXPERIENCE: 

The person in this position should have experience that would show good computer aptitude, 

accurate typing skills, ability to stay attentive to minute details, good reading comprehension for 

understanding directions and manuals, accuracy of spelling and grammar, excellent proofreading 

skills, with some math skills and some knowledge of Word and Excel computer programs.  

Library or bookstore experience would be helpful. 

 

SUPERVISION: 

The person in this position will supervise no one, though periodically the employee might be 

asked to train a new person in the department in their field of knowledge. 

 

The person in this position will report to the Director of Technical Services. 

 

WORK ENVIRONMENT: 

The person in this position will work in an office, sitting at a computer nearly all day.  The 

person will be intermittently standing or stooping and will sometimes be moving books from 

shelves to carts.  There is some manual labor involved, repairing books and the lifting of 

relatively heavy book boxes.  Concentration required for cataloging or ordering materials for 

long periods of time can be mentally fatiguing and hard on the eyesight.  The library’s 

temperature is not controlled as well as it could be.  It is a quiet environment. 



EQUIPMENT: 

The person in this position will use the following equipment:  computer, copier, bindery tools 

and book carts.  Computer programs that will be used include:  Aleph 500 (integrated library 

database modules); OCLC Connexion Client and Label programs; Access (database program for 

ordering); ITOB (locally developed offsite storage program); locally developed “automatic” 

Reclassification program; Excel (for statistics); and Word (for updating manuals). 


