
GROSSMONT-CUYAMACA COMMUNITY COLLEGE DISTRICT


JOB DESCRIPTION


LIBRARIAN (REGULAR AND CONTRACT)
I.
General Responsibilities


Under administrative leadership, it is the responsibility of the regular/contract college librarian to participate in the planning, implementation and evaluation of learning resource programs that will contribute to the educational growth of the college community and support advancement of the visions, missions, and values of the colleges and District.

II.
Specific Responsibilities


Responsibilities designated with an asterisk are primary to the librarian role.  All other listed professional responsibilities are examples of activities which are part of the unique role of each librarian and is reflective of their individual expertise and interests.


A.
Selection, Development, Organization, and Evaluation of Learning Resources Materials, Equipment and Facilities.



 *1.
Participate in the selection of Learning Resources materials within the general guidelines of collection development policy.



 *2.
Guide and assist other faculty in selecting materials.



 *3.
Participate with other faculty in selecting materials.



  4.
Establish and maintain a process for acquisition of learning resources materials.



  5.
Catalog, classify and otherwise organize each category of learning resource materials to assure maximum accessibility and usefulness.



  6.
Evaluate and recommend systems, equipment and software for all Learning Resource applications.


B.
Instructional and Reference Services



 *1.
Work with students in analyzing and understanding assignments and projects.



 *2.
Direct students in devising and executing a search strategy.



 *3.
Recommend sources in various subjects to students and provide instruction in the use of reference materials.



 *4.
Confer with classroom faculty on library orientation activities for their classes.



  5.
Provide readers advisory help to the library patron.



 *6.
Do information searches when appropriate and prepare bibliographies.



  7.
Teach courses of the Division of Learning Resources.



  8.
Provide signs, brochures and other publications and audio-visual programs to facilitate the effective use of the learning resources.



  9.
Plan and prepare displays and exhibits.

Librarian (Regular and Contract) (cont'd.)


C.
Curriculum Development



  1.
Participate in the design and creation of learning materials and systems.



  2.
Periodically review the need for curriculum development in library instruction.



  3.
Recommend new library instruction curriculum in consultation with faculty in other disciplines as appropriate.



  4.
Participate in college curriculum development processes.


D.
Learning Resources Program Policies and Procedure Development



 *1.
Participate in the establishment of Learning Resources Program policies and procedures.



  2.
Provide guidance for classified staff in all aspects of Learning Resources operations.


E.
Student Advising



  1.
Advise students on matters of career alternatives/opportunities and course requirements in Learning Resource fields.


F.
Professional Development



 *1.
Participate in required professional development activities.



  2.
Continue to develop professional skills and knowledge.



  3.
Participate in planning staff development programs.



  4.
Participate in institutional research activities and grants.



  5.
Assist in the planning, development and implementation of a professional intern or student librarian program.



  6.
Attend/participate in professional conferences, seminars or meetings.


G.
Additional responsibilities



 *1.
Regularly attend and participate in department/division meetings.



  2.
Attend commencement ceremonies and convocations.



  3.
Participate in the process of shared governance by contributing to the academic community through committee work on the department, division, college and/or district level, or participate in other significant nonclassroom college, district or community activities.



 *4.
Keep official records and collect data required by District policy and administrative procedures; submit records and data in accordance with college procedures.



  5.
Participate in supervision of student assistants and paraprofessionals.



  6.
Participate in articulation activities and the coordination of inter-divisional and intra-divisional learning activities.
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 *7.
Abide by departmental regulations concerning the proper use, care and security of equipment.



  8.
Advise management of unsafe conditions or potential hazards and recommended solutions.



 *9.
Participate in advisory committee meetings when required by divisional programs.



*10.
Report absences due to illness or for personal necessity to the division dean/director or designated officer; advise management of the intended date of return prior to resuming duties.



 11.
Provide recommendation for purchase of instructional supplies and equipment.



 12.
Consult with management on division personnel needs; assist with preparation of position descriptions and serve on screening/interviewing committees as needed.



*13.
Participate in the tenuring process.



 14.
Participate in the evaluation of regular faculty and adjunct faculty.
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