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NATIONAL PARK SERVICE
BENCHMARK POSITION DESCRIPTION

Library Technician
GS-1411-06

Introduction

This position is located in a library in a National Park Service organization. The
purpose of the position is to provide technical support to the library in one or more
functional areas.

Technician work is typically associated with and supportive of a professional field;
work may involve substantial elements of the work of the professional field, but
requires less than full knowledge of the field involved. This position is intended to
report to a specialist or resources manager in the same or a related field. If the
incumbent is not supervised by a professional specialist (i.e., an archivist, librarian, or
curator), then technical direction must be obtained from a specialist in a central office
or center.

The incumbent performs primarily routine functions, but with more independence
than positions performing similar work at the GS-5 level.

Major Duties (80-100%)

Enters new books and other materials into the library following precedents and
established procedures. Prepares new materials for the reference files. While
standard methods, practices, and procedures are available to reference, the incumbent
is frequently required to use judgment to make adjustments.

Performs "copy cataloging" by searching available electronic library catalogs (OCLC
and/or other catalogs on the Internet) for records matching library materials,
evaluating records, and selecting the best one when duplicates are found. Modifies
cataloging copy when record for exact edition is unavailable. When copy cataloging
cannot be obtained, and there is no professional librarian in the organizational unit to
do the work, incumbent performs "original cataloging" using guidelines provided by
the NPS Library Program. Original classification using the Library of Congress (LC) or
Dewey Decimal classification (DDC) system may require support by a professional
librarian in a center or support office library. (Non-book materials may be organized
using a locally derived arrangement scheme that is less complex than LC or DDC, but
these system designs should adhere to principles disseminated by the NPS Library
Program.)

If a card catalog is in use, incumbent prepares and files catalog cards. If the library
software in use does not support card printing, incumbent is responsible to update
computer-generated indexes (e.g., author, title, subject, and shelf list) maintained in a
"binder" catalog. Periodically generates updated author/title/subject/shelf list indices



if program does not support production of card sets. Produces label sets and affixes
labels to spines, circulation cards, and book pockets.

Responds to internal and external reference requests. Researches unusual requests,
seeking assistance as necessary.

Performs periodic inventory of collections (at least every two years) using shelf list
(cards or printout, depending on system). Annotates cards or database records, as
appropriate, for any missing items and brings these to the attention of the supervisor.
Determines whether to replace items not found.

Processes new materials and maintains order on the shelves and in the files.

Updates and maintains circulation records including borrower records, overdue
material records, and interlibrary loans. Utilizes either manual or automated
circulation system.

If there is no higher-graded library staff member on site, incumbent orders books
requested by division chiefs. Reviews publisher catalogs and makes recommendations
for purchase to division chiefs.

Provides shelf maintenance for any special collections (e.g., rare books and National
Park Reports) which require special handling and which may utilize a classification
and cataloging procedure unique to the collection and/or library.

Coordinates and maintains serial and periodical records. Manages the serials
database management system, and may serve as the liaison with the library’s
subscription agency.

Coordinates the interlibrary loan function.
Completes special projects as assigned by the librarian.

Performs a variety of clerical operations in support of the library. This may include,
for example, establishing and maintaining all office files and records; receiving,
controlling, and taking action on incoming correspondence; inventorying and ordering
supplies; and managing library equipment, including computer hardware, software,
and databases.

Factor 1. Knowledge Required by the Position Level 1-4; 550 points

Knowledge of library regulations, procedures, and policies related to one or more
library functions in order to perform a variety of routine technical tasks in support of
the library.

Basic knowledge of the classification system used by the library (e.g., Dewey Decimal,



Library of Congress, etc.), including system variations, in order to file and retrieve
materials.

Knowledge of all the library collections, and familiarity with the bibliographic record
format and use of the card catalog and/or the online catalog.

Knowledge of the latest cataloging practices and rules for bibliographic entries in order
to select good catalog copy and/or perform original cataloging.

Knowledge of basic reference techniques and tools in order to locate information from
a variety of sources. This includes utilizing computer searching techniques.

Basic knowledge of the American Library Association standards for interlibrary loan
operations, knowledge of potential sources of library materials, and an understanding
of the rules and procedures of the libraries from which materials are borrowed.

Ability to communicate information in a clear and concise manner.

Knowledge of computer operation, including knowledge of several software programs
utilized by the library (e.g., word processing, database management, and search
programs).

Factor 2. Supervisory Controls Level 2-3; 275 points

The supervisor defines objectives, priorities, and deadlines for assignments, and
provides assistance on the more complex assignments. The incumbent is given
latitude for planning and accomplishing work and is expected to exercise initiative and
judgment. Completed work is reviewed for appropriateness and technical soundness.
Methods are not typically reviewed in detail.

Factor 3. Guidelines Level 3-2; 125 points

Available guidelines include reference materials, precedents, and accepted techniques
and methodology. Guidelines apply to most situations, but the incumbent must use
judgment to select the most appropriate guide from several alternatives and to make
minor deviations to meet specific situations, as appropriate.

Factor 4. Complexity Level 4-2; 75 points

Duties involve a variety of related technical assignments that support the operation
and maintenance of the organization’s library. Decisions regarding what needs to be
done involve various choices requiring the incumbent to recognize the existence of and
differences among a few easily recognizable situations.

Factor 5. Scope and Effect Level 5-2; 75 points
The incumbent performs routine library tasks and portions of larger projects. The
work performed affects the availability of material for staff and visitors.




Factor 6. Personal Contacts Level 6-2; 25 points
Contacts are with co-workers and at times employees of other parks and central
offices as well as with the general public.

Factor 7. Purpose of Contacts Level 7-1; 20 points
The purpose of contacts is to obtain, relay, and exchange information.

Factor 8. Physical Demands Level 8-2; 20 points

The work is partially sedentary, involving prolonged periods of time operating a
computer workstation, standing, walking, and bending. Heavy items (e.g., boxes up to
50 pounds) must be lifted or moved on a routine basis, and shifting of books and files
across multiple shelves and file drawers is periodically required.

Factor 9. Work Environment Level 9-1; 5 points
Most of the work is performed in a library, which may or may be adequately lighted,
heated, and cooled.




POSITION EVALUATION STATEMENT

Title, Series, and Grade: Library Technician, GS-1411-06
Standard Used: Library Technician Series, GS-1411, 10/93

EVALUATION
FACTORS

POINTS
ASSIGNED

FACTOR
LEVEL

COMMENTS

1. Knowledge
Required

550

1-4

Broad knowledge of a
body of library
regulations, procedures,
and policies related to
one or more library
functions or
specializations.

2. Supervisory
Controls

275

2-3

Supervisor outlines
objectives, priorities, and
deadlines and provides
guidance for unique
situations; incumbent
independently plans and
carries out steps and uses
established techniques to
resolve problems; work is
reviewed for
appropriateness,
technical soundness, and
conformity to policy.

3. Guidelines

125

3-2

Incumbent must choose
the most appropriate

from several guidelines;
makes minor deviations.

4. Complexity

75

Work involves performing
related technical tasks of
limited scope or
difficulty; employee
selects from among
clearly recognizable
alternatives; actions
taken are similar,
although the specific
pattern of actions may
differ (e.g., reference
sources checked).

5. Scope and
Effect

75

5-2

Work involves performing
a range of library support
tasks that are covered by




well-defined procedures
and regulations; work
products affect the
accuracy and reliability of
the work of other
technicians and
professionals, and the
accurate and timely
provision of requested
information to clientele.

6. Personal

Contacts with general

Contacts -- 2 public in moderately
structured setting.

7. Purpose of Exchange information.

Contacts 45 A

8. Physical Prolonged standing,

Demands 20 8-2 bending, lifting

9. Work Library and office setting.

Environment 5 9-1

TOTAL POINTS 1170

Grade GS-06

Conversion




