LIBRARY ASSISTANT
(PART TIME)
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GRIFFIN CAMPUS
MINIMUM QUALIFICATIONS: 
Applicant must have a high school diploma or equivalent and One (1) year of related work experience.
PREFERRED QUALIFICATIONS: 
(In addition to the minimum qualifications)

Knowledge of library automation and computer applications.

Prior library experience and knowledge of BANNERWeb and BlackBoard.
RESPONSIBILITIES: 
Under general supervision, provides circulation services for all library materials at a technical college. Processes or assists in the processing of orders for books, journals, audio-visual materials, Braille and other reference materials. 
Assists in the promotion of library publicity projects.  May assist in providing library orientation. 
Performs administrative/clerical duties and production functions. 
Assists library patrons in utilizing computers and software applications. 
Monitors the use of and maintains supplies for library.
Arranges displays and maintains display cases.

Processes interlibrary loan requests.  Processes overdue notices, places SIS holds. 

Locates and enters book prices for billing.

COMPETENCIES: 
Knowledge of library science standards and trends; Knowledge of cataloging and inter-library loan procedures; Skill in the operation of computers and job-related software programs;

Oral and written communication skills; Skill in interpersonal relations and in dealing with the public;

Decision making and problem solving skills
SALARY:  
Hourly rate is commensurate with education and work experience. This is a part-time position without insurance benefits; work hours will not exceed 29 per week.  
SPECIAL NOTES: 
Only those applicants scheduled for interviews will be notified of the status of the position. 
Candidates must successfully complete a criminal background investigation and a motor vehicle screening. 
Southern Crescent Technical College does not discriminate on the basis of race, color, creed, national or ethnic origin, sex, religion, disability, age, political affiliation or belief, genetic information, veteran status, or citizenship status (except in those special circumstances permitted or mandated by law). The following have been designated to handle inquiries regarding the non-discrimination policies: Title IX/Equity Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center), Assistant Director of Student Services, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7382; ADA/Section 504 Coordinator (Griffin Campus, Butts County Center, Henry County Center, and Jasper County Center)  Special Services Coordinator, 501 Varsity Road, Mobile Unit 6B, Griffin, GA 30223, 770-228-7258; Title IX/Equity and ADA/Section 504 Coordinator (Flint River Campus) Special Services Coordinator, 1533 Highway 19 South, Room A-252, Thomaston, GA 30286, 706-646-6224. (Employee complaints), Director of Human Resources, Human Resources, 501 Varsity Road, Griffin, GA 30223, 770-229-3454. Any complaints filed against the Title IX/Equity Coordinator or ADA/Section 504 Coordinator on any campus/center shall be handled by, Vice President for Student Affairs, 501 Varsity Road, Room 700, Griffin, GA 30223, 770-228-7348. 
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