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COUNTY OF LOS ANGELES | sy
EiASTEE W
PUBLIC LIBRARY L T
OPEN COMPETITIVE JOB OPPORTUNITY g g
Bulletin No. 461-349 Posting Date: March 20, 2008
JOB TITLE LIBRARY ASSISTANT |
EXAM NUMBER Q8326F
FILING DATES March 21, 2008 - April 21, 2008
SALARY $2,829.00 - $3,599.18 MONTHLY
POSITION Supervises Library Aids and Library Pages who perform library-related clerical
INFORMATION work in a community or specialized library, or at a Regional or Library
Headquarters.
ESSENTIAL JOB e Supervises clerical functions in a community or specialized library or
FUNCTIONS centralized support unit.

e Uses electronic computer wand and keyboard to process outgoing and
incoming library materials.

¢ Performs math related tasks such as compiling statistics, prepares work
schedules, maintains budget and material order records, and collects

fines and fees.

e Answers incoming calls, takes messages, greets callers and customers,
provides general information to the public, and promotes customer
satisfaction through friendly and efficient service.

¢ Travels to locations throughout Los Angeles County to attend sessions
and conduct business.

SELECTION Completion of two years in an accredited* college, including six units of technical
REQUIREMENTS library course work. One year of clerical or technical** experience in an
organized library will be accepted for each year of college.

Physical Class: 2 - Light:

Light physical effort which may include occasional light lifting to a 10 pound limit,
and some bending, stooping or squatting. Considerable walking may be
involved.

Licenses: A valid California Class C Driver License or the ability to utilize an
alternative method of transportation when needed to carry out job-related
essential functions.

Special Requirement Information: *Accredited institutions are those listed in
the publications of regional, national or international accrediting agencies which
are accepted by the Department of Human Resources. Publications such as
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American Universities and Colleges and International Handbook of Universities
are acceptable references. Also acceptable, if appropriate, are degrees that
have been evaluated and deemed to be equivalent to degrees from United
States accredited institutions by an academic credential evaluation agency
recognized by The National Association of Credential Evaluation Services and
Association of International Credential Evaluators, Inc.

In order to receive credit for technical library course work, you must include a
legible copy of official transcripts from the accredited institution which shows the
area of specialization with your application at the time of filing.

To receive credit for training classes, include the names and addresses of
schools/companies conducting the training, dates attended, titles of
classes/courses/sessions, the length of time for each class/course/session, and
an official certificate or notification of completion of each training program.

**Clerical or technical duties require a working knowledge of routine library-
related support functions such as shelving of library materials, utilizing the
Dewey decimal and aphabetical filing systems, and cataloging.

SPECIAL Shift: Any Shift
INFORMATION Appointees must be willing to work any shift, incluing evenings, nights, and
weekends.

BACKGROUND CHECKS: Candidates appointed to Public Library positions are
fingerprinted and are subject to a criminal background check by the State
Department of Justice. Job-related convictions as defined by County Policy may
result in discharge or disqualification from employment with the Public Library.

VACANCY * The resulting eligible list for this examination will be used to fill permanent

INFORMATION positions at library headquarters and libraries throughout the County of Los
Angeles.

EXAMINATION This examination will consist of two parts:

CONTENT

1. A qualifying written test covering basic library knowledge, written
expression, office practices and procedures, and basic mathematics.
Candidates must achieve a passing score of 70% or higher on the written
test in order to proceed to the interview portion of the exam.

2. An interview covering job preparation, oral and interpersonal
communication effectiveness, work habits and decision-making skills, and
adaptability weighted 100%. Candidates must achieve a passing score of
70% or higher on the interview in order to be placed on the eligible list.

THE WRITTEN TEST IS NOT REVIEWABLE BY CANDIDATES PER CIVIL
SERVICE RULE 7.19.

ELIGIBILITY The names of candidates receiving a passing grade in the interview examination

INFORMATION will be placed on the eligible list and, unless appointed, will appear in the order
of their score group for a period of at least twelve (12) months following the date
of promulgation.

**** IMPORTANT INFORMATION * * * *
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All applicants are required to submit a standard Los Angeles County
Employment Application. You have the option of filing your application either by
Hard Copy submission -OR- Online via electronic submission. PLEASE
SELECT ONLY ONE METHOD TO FILE YOUR APPLICATION.

Instructions for Filing Online: The standard County of Los Angeles
Employment Application for this examination can be completed online and
submitted electronically. Applications electronically received after 5:00 p.m.,
PST, on the last day of filing will not be accepted. TO APPLY ONLINE GO TO:
https://easier.co.la.ca.us.

Applicants who apply online, must either upload required documents as
attachments during application submission or fax a photocopy of the
required documents to (562) 940-4155 within five (5) business days of filing
online. Please include your name, the exam number and the exam title on
faxed documents.

Instructions for Hard Copy Submission: A standard County of Los Angeles

Employment Application for this position will be accepted on business days only
between 8:00 a.m. and 5:00 p.m., beginning Friday, March 21, 2008 through
Monday, April 21, 2008. A standard County of Los Angeles Employment
Application can be found at: http://easier.co.la.ca.us/JobsInfo/empapp.pdf. or
click here

The acceptance of your application will depend on whether you have clearly
shown that you meet the SELECTION REQUIREMENTS. It is to your advantage
to fill the application completely and correctly so that you receive full credit for
related education and experience. For each job held, give the name and address
of your employer, your job title, beginning and ending dates, description of work
performed, and salary earned. All information supplied by applicants is subject to
verification. Applications may be rejected at any stage of the selection process.

Submit completed application and any required supplemental (if any) in
person or by U.S. Mail to the following address:

County of Los Angeles Public Library

Human Resources Development

7400 E. Imperial Highway, Room 223

Downey, CA 90241

(562) 940-8434

Americans with Disabilities Act of 1990: All positions are open to qualified
men and women. Pursuant to the Americans with Disabilities Act of 1990,
persons with disabilities who believe they need reasonable accommodation, or
help in order to apply for a position, may contact the ADA coordinator at (562)
940-8431.

Contact the Coordinator of Personnel Services for Disabled Persons by calling
(562) 940-8431. Hearing impaired applicants with telephone teletype equipment
may leave messages by calling (562) 940-8477 . The County will attempt to
meet reasonable accommodation requests whenever possible.

Equal Employment Opportunity: It is the policy of the County of Los Angeles
to provide equal employment opportunity for all qualified persons, regardless of
race, religion, sex, national origin, age, sexual orientation, or disability.

Los Angeles County Child Support Compliance Program: In an effort to
improve compliance with court-ordered child, family and spousal support
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