
STATE OF SOUTH CAROLINA POSITION DESCRIPTION 
1. Job Purpose: 

2. Job Functions:   (List separately, and enter “Percentage of Time” after each function.  Also denote whether the function is Essential (E) or Marginal (M). 

3. Position’s Supervisory Responsibilities: 
    If this position includes supervisory responsibilities, please indicate the state title and number of positions of the three highest subordinates. 

STATE TITLE NUMBER  

(1) ______________________________________________________________________ _____________________ Number of employee’s 
directly supervised: ______ 

(2) ______________________________________________________________________ _____________________  

(3) ______________________________________________________________________ _____________________ Total number supervised: ______ 

4. Comments: 

5. The above description is an accurate and complete description of this job. ______________________________________ ___________________ 
 Employee’s Signature Date 



STATE OF SOUTH CAROLINA POSITION DESCRIPTION 
GENERAL INFORMATION COPIES:           _ OHR          _ HR          _ EMPLOYEE 

____________________ ___________ ____________________________________ OFFICE OF HUMAN RESOURCES USE 
Position Number Agency Code  Agency Name  

_____________________________________ ________________________ __________ _____________ _______________ ______________ 
Department City/County County Code Agency Code Alphanumeric Code Slot 

_____________________________________ ___________  Y/N  ________________________ 
Employee Name Is Position in Central Office?   Authorized Date 

__________________________________________________ ___________ __________ _ Delegated _ New Position _ Prototype 
Current State Title Alphanumeric Code Slot Band  

_________________ ____________________________________________ __________ 
_ Reclassification 

 
_ Update 

 
Full/Part Time Indicator Supervisor State Title Alphanumeric Code Slot _________________________________________________ 

_________________ State Approved Title 
Hours Per Week 

SOURCE OF FUNDING 
 

_________________ __________.____ __________.____ __________.____ __________________________________ _____________ 
Base Hours  State % Federal % Other % Approval Signature Date Approved 

REQUESTED ACTION INFORMATION  

_____________________________________ ______________________________________________________________ ____  FLSA Designation 
Requested Action Requested State Title Alphanumeric Code  

_____________________________________    ___________________ _____________________________________      ___________________ 
Supervisor’s Signature    Date Other Required Signature      Date 

THE FOLLOWING SECTION OF THE POSITION DESCRIPTION IS TO BE COMPLETED BY THE SUPERVISOR 
1. What are the minimum requirements for the position (Minimum requirements must at least meet the state minimum requirements for classified classes but may include 

additional requirements.)? 

2. What knowledge, skills, and abilities are needed by an employee upon entry to this job including any special certification or license? 

3. Describe the guidelines and supervision an employee receives to do this job, including the employee’s independence and discretion. 

   
   
   
4. Indicate additional comments regarding this position (e.g., work environment, phys ical requirements, overnight travel).  
   
   
   

 


	JOBPURPOSE: To serve as assistant to Information Services Librarian.  Responsibilities include maintaining the reference collection, assisting with Librarys Bibliography Instruction Program, and maintaining photocopy/microcopy equipment.
	JOBFUNCTIONS: Essential (42%): Process and update all Interlibrary Loan borrowing and Document Delivery materials; maintain interlibrary loan financial database; verify interlibrary loan requests; perform CALC Courier duties (17 hours).
Essential (25%): Provide backup and support for Reference Librarian (10 hours).  Assist evening librarian by helping users access indexes and databases.  Help users locate materials.  Help users with copying as needed.
Essential (20%): Serve as backup for Circulation Desk(8 hours).  Relieve evening Circulation LTA for dinner and break.  Serve as second person in Circulation to provide evening coverage.
Essential (5%): Assist Bibliographic Instruction Librarian with copying and organizing course materials and other clerical duties as needed (2 hours).
Essential (7%): Maintain reference collection (3 hours).  Read selves, re-shelving used material, file loose leaf materials, clean microform copy machine, keep machines supplied.
Marginal (1%): Other duties as assigned.
	MINIMUMREQ: A high school diploma and experience in library work.
	POSNUM: 005860
	AGENCYCODE: H09
	AGENCYNAME: The Citadel
	DEPT: Library
	CITYCOUNTY: Charleston/Charleston
	COUNTYCODE: 10
	SKILLS: Employee must have the ability to accurately organize materials and a working knowledge of Library procedure.  Employee must have basic computer skills (web database searching, email, and basic word processing) and possess ability to become proficient in Library database and software.
	GUIDELINES: Employee must be able to work independently under established guidelines and procedures, and is responsibile for assigned work to be completed accurately and on time.  Employee is reponsible for consulting supervisor about problems and concerns.
	ADDITIONALCOMMENTS: 
	STATETITLE: Library Technical Assistant
	ALPHACODE: CD10
	SLOT: 0005
	PAYBAND: 3
	CENTRAL: Y
	EMPLOYEENAME: Hoyle, Electa K.
	SUPER_STATE_TITLE: Library Specialist
	SUPER_ALPHACODE: CD20
	SUPER_SLOT: 0001
	STATEFUNDING: .70
	FEDERALFUNDING: 
	OTHERFUNDING: .30
	FULLTIME: FULL
	HRSPERWEEK: 40
	BASEHRS: 2080
	COMMENTS: Requires some computer operation; OCLC, CLIO.  Email and online database searching.  Requires shifting and filing of heavy books.  Requires South Carolina drivers license.  Hours are 2:00 PM - 10:30 PM  Sunday through Thursday.
	NBRDIRECTSUPER: 
	TOTALSUPER: 
	TITLE1: 
	TITLE2: 
	TITLE3: 
	NBR1: 
	NBR2: 
	NBR3: 
	FLSA: N
	REQACTION: NEW
	REQSTATETITLE: Library Technical Assistant
	REQALPHACODE: CD10
	SUPV_SIGN:   
	OTHR_SIGN:   
	OHR_OHR: 
	OHR_HR: 
	ORH_EMP: 
	OHR_AGNC: 
	OHR_ALPH: 
	OHR_SLOT: 
	OHR_ADAT: 
	OHR_DELG: 
	OHR_NPOS: 
	OHR_PTYP: 
	OHR_TCHG: 
	OHR_UPDT: 
	OHR_TITL: 
	OHR_SIGN: 
	OHR_APPV: 
	SUPV_SDAT:   
	OTHR_ODAT:   


