
 MARYLAND STATE LAW LIBRARY 
 POSITION DESCRIPTION 
 
 
TITLE: 
 

CLASSIFICATION:  LIBRARIAN II 
FUNCTIONAL TITLE: REFERENCE LIBRARIAN / STATE PUBLICATIONS 

COORDINATOR 
 
GRADE:  14 
FLSA STATUS:  EXEMPT 
 
MAIN PURPOSE OF POSITION: 
 
Provision of advanced professional reference / research assistance to appellate court 
and court-related staff, government officials, as well as the general public.  Assistance 
includes educational efforts aimed at the improved use of print and automated 
resources of the library by staff and clientele.  The position also manages the 
acquisition, collection, organization and use of the Maryland State Agency publications 
collection.  Additionally, the incumbent assists with the periodic revision of draft 
standards for collection content for Maryland circuit court libraries.  This position also 
oversees the preparation and receipt of library materials bound in conjunction with the 
preservation program.  The work of the Reference Librarian / State Publications 
Coordinator is performed independently under the direction of the State Law Librarian. 
 
A. Provision of reference/research assistance for inquiries received from library 

clientele with emphasis on provision of legal/State Agency information. 
 

A1. Answers a variety of reference/research questions by providing 
information and or referral services using both print and electronic 
resources. 

 
A2. Receives and evaluates requests for material not available in the 

collection and identifies alternative resources available in the collection 
when appropriate. 

 
A3. Maintains close liaison with clients and determines action to be taken to fill 

difficult information requests.  Identifies and uses informational resources 
within the court system and other government agencies as well as outside 
institutions in order to fill requests. 

 
A4. Anticipates client requests for information and conducts regular searches 

for materials which may enhance the effectiveness of in-house information 
and referral files. 

 



A5. Assists with the planning and implementation of library instructional 
efforts.  These efforts include conducting orientations, informal lectures 
and workshops tailored to meet the needs of court staff and other library 
clientele on use of the legal collections and an understanding of the 
lawmaking functions of government.  Also develops brochures, 
bibliographies and pathfinders to assist in the use of the law collection. 

 
B. Management and Development of the Maryland State Agency Publications 

Collection. 
 

B1. Responsible for the development of a system to identify and acquire state 
agency publications not supplied through the State Publications 
Depository Program.  Serves as the library's liaison with the Depository 
Program located at the Enoch Pratt Free Library. 

 
B2. Responsible for the organization, preservation, maintenance, and housing 

of all state agency publications including the legislative history Committee 
Bill Files.  Develops and maintains a serials control system, (manual and 
automated), for agency serial publications. 

 
B3. Provides instruction to reference staff regarding the organization, 

classification and use of this valuable special collection. 
 

B4. Indexes and maintains all reported slip opinions from the states' two 
appellate courts. 

 
B5. Provides a current awareness service to professional staff and court and 

court-related units on publications of interest generated by State 
government. 

  
B6. Prepares periodic statistical reports on materials received in their various 

formats. 
 
C. Assistance with the Library's Collection Development and Preservation Program. 
 

C1. Periodically conducts critical reviews and analyses of the library's 
collection development policy for possible revision. 

 
C2. Using appropriate informational sources and surveys, recommends new 

acquisitions within budgetary limits. 
 

C3. Responsible for the identification of fragile and endangered book materials 
and recommends a course of action for preservation of those titles. 

 
C4. Recommends withdrawal of titles no longer of reference or historical 

value. 



 
C5. Coordinates the library's bindery program/operates and assures inventory 

control over all journals, reports and re-binds while at the bindery. 
 

C6. Manages and maintains the library's newspaper clipping service and 
development of various biographical files on politicians and legal 
professionals in Maryland. 

 
D. Promotes library programs/services as needed. 
 

D1. Assists with the design/writing of library brochures, pathfinders, 
bibliographies and guides. 

 
D2. Responsible for selection and setting up of library displays and exhibits. 

 
D3. Periodically conducts user surveys and analyzes results for use in 

planning activities. 
 

D4. Periodically drafts informational articles on the library and staff for 
professional newsletters and AOC newsletter. 

 
D5. Assists with the drafting of periodical revisions for collection standards for 

circuit court libraries in Maryland. 
 
MINIMUM QUALIFICATIONS: 
 

Required: 
 

EDUCATION: Masters degree in library/information sciences from an ALA-
accredited graduate library school, including successful 
completion of course(s) in legal research. 

 
EXPERIENCE: At least two years experience as a professional librarian in a 

reference/research position. 
 

EQUIVALENCY: An equivalent combination of education with at least 4 years 
of relevant professional experience in a reference/research 
capacity may be substituted for an M.L.S. 

 
KNOWLEDGE OF: principles, trends and practice of professional library work; 

modern library methods, techniques, equipment and 
terminology; advanced and complex problems of legal 
reference and research methods; standard and legal 
reference materials (automated and print); law making 
processes found in the legislative, executive and judicial 
branches of government; the law book publishing industry; 



current library technology as it applies to library public 
services and serials control. 

 
ABILITY:  to apply professional knowledge to the practical problems of 

the job; establish and maintain, (orally and in writing) 
successful working relationship with library users and co-
workers, work independently with minimal direction; plan and 
organize work efficiently; maintain detailed records and 
prepare reports; operate various office equipment including 
personal computers and compact disc products; lift books 
above shoulder height; process a variety of library materials; 
and train and provide work direction to others. 


