WASHI NGTON COUNTY LAW LI BRARY
LAW LI BRARI AN

NATURE OF WORK

This position works i ndependently and is responsible for the operation of the
Law Li brary. The position requires professional work of a confidentia
nature, independent judgnment, initiative and discretion. The position
supervi ses professional |ibrarians under independent contract to substitute
for the Law Librarian as needed.

EXAMPLES COF DUTI ES:

1. Desi gns, coordi nates and manages all progranms and activities
concerned with the administration and operation of the county | aw
library.

2. Anal yzes requirenents and reconmmends policy to the Board of

Trustees; inplements Board policy.

3. Anal yzes needs; plans and devel ops col |l ecti on devel opnment gui de-
lines to select and acquire materials.

4, Pl ans for the needs of and nmanages the library's physical space
and accommopdati ons

5. Assists judicial staff, county staff, attorneys and the public to
| ocate and obtain | egal research material; uses independent
judgrment to define |line between | egal advice and | egal infornma-
tion. Develops and perfornms or assists with WESTLAW and ot her on-
i ne dat abase searches.

6. Prepares and presents budget recomendati ons; administers the
library budget. Prepares and presents the Annual Report, Board of
Trustee Meeting mnutes and other reports and |ibrary docunen-
tation.

7. Sel ects, hires and trains i ndependent contractors; coordinates,
noni tors and apprai ses work perforned.

8. Represents the library in professional associations and in dealing

wi th other organizations. Coordinates |ibrary operations wth
ot her County departmental functions.

VORK ENVI RONMVENT:

The work is varied in its activity level and is perforned primarily in the Law
Library. The lifting requirenment is up to 40 pounds on an occasi onal basis.
There is frequent wist and finger nanipulation and arm noverment due to
processi ng and shelving materials, assisting |library patrons, and computer and
typewiter work. Equipnent may include, but is not limted to, conputer,
typewiter, calculator, telephone, and copy and fax machi nes.

ESSENTI AL _FUNCTI ONS

The essential functions for this classification are # 1, 2, 3, 4, 5, and 6 as
stated herein.

EMPLOYMENT STANDARDS

Educati on _and Experi ence:




Master's degree in Library Science froman ALA-accredited school required; |aw
degree from an ABA-accredited school desirable but not required.

M nimum five years increasingly responsible |aw library experience required;
this experience should include a conprehensive mx of administrative, public
and technical service duties. Experience performng |egal research and on-
i ne dat abase searching required (WESTLAW preferred).

Know edge, Abilities and Skills:

Expert knowl edge of |egal materials and vendors. Expert know edge of and
consi derabl e experience with current library standards, technol ogy and
aut omati on. Know edge of accounting and budgeting functions, and effective
of fice nanagenent and practice. Creativity and flexibility in planning,
i mpl enenting and providing library services. Ability to be tactful and adept
in dealing with a wide variety of people. Ability to handle stressfu
situations. Ability to make decisions in conflict situations. Ability to
organi ze and establish work priorities. Ability to conmunicate effectively,
orally and in witing. Ability to establish and maintain cooperative working
relationships with others. Ability to nmaintain conplete and accurate records.
Skill in the operation of conputers and other office equiprment for word
processing, data entry and data inquiry.

TITLE OF | MVEDI ATE SUPERVI SOR - Law Li brary Board of Trustees

The Law Librarian is appointed and serves at the discretion of the Board of
Trustees, who, with approval of the County Board, determ ne salary and benefit
| evels. The Law Librarian is a county enpl oyee for the administration of said
benefits.

This description is intended to describe the kinds of tasks and | evels of work
difficulty being perforned by the Law Librarian. The list of responsibilities
is not intended to be construed as an exhaustive list of all responsibilities,
duties and skills required of personnel in this position

Approved by the Law Library Board of Trustees, 5/15/95



