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EXTERNAL EMPLOYMENT OPPORTUNITY*

GENERAL SECRETARIAT OF THE

ORGANIZATION OF AMERICAN STATES

Title and grade:


Library Technician – G06

Type of appointment:

Long term: one year

Organizational unit:
Columbus Memorial Library
Duty station:


Washington, D.C.

External opportunity Nº:         
EO/33/09

Publication date:

10/26/09

Closing date:


11/25/09
BASIC SALARY:
Starting:


US$44,091.00 (net of taxes) 

* “This announcement applies to an encumbered (filled/occupied) position. External Employment Opportunities are open to competition in accordance with the external recruitment process of the GS/OAS.”
Duties and responsibilities:
A. Library Technician Responsibilities 

Provide full range of technical support to the Chief Librarian and the Reference Librarian.

1. Provides assistance to the Reference Librarian for digitization projects that will convert microfiche, paper and other formats to digital objects and machine readable text to provide online access to full text OAS documents, historical archives and photographs; create both the Index List of searchable words and the Stop List using rich text (ascii) file; and provides quality control once initial images are scanned to verify information and images were correctly scanned, read and transferred.

2. Serves as Reference Library Technician. In so doing, rotates at the Reference Desk to provide coverage as needed by the Reference Librarian. Analyzes articulated needs of users, instructs users on the use of the collection, assesses availability within the resources of the Library, identifies the relevant material and, thus, responds to the more routine inquiries. This includes but is not limited to locating information or library items requested both hard copy and electronic versions; attending to researches and other users of the library which can include a wide range of library related services; and/or performing basic research as required. Refers users to other technical library staff as required.

3. As the first line telephone contact in the Library is the initial voice to inquiries. As such, serves as a Library Information Technician with responsibility for response to inquiries and dissemination of information on the more routine inquiries. Redirects the callers to appropriate professional staff when inquiry is beyond level of competence.

4. Serves as back-up on inter-library loan and on maintaining the collection.

5. Assist Chief Librarian with special projects including researching information on grants and foundations to secure external sources of funding, and coordinating the Group of Friends of the Library.

6. Performs other related technical support to the Chief Librarian and other Professional Librarians as required.

B. Administrative Support Functions 

1. Serves as the primary support in the administrative functioning of the Library through direct support to the Chief Librarian in the processing of financial actions related to the delivery of services, expenditure and accounting for funds for the Library and it's special programs. To accomplish this, the technician provides full range of bilingual administrative services to the Chief Librarian and Library staff in general.

· Prepares and follows up on administrative actions (contracts, travel orders, purchase requisitions) using the OASES Oracle system

· Type letters, memoranda, reports and other documents issued in a variety of formats and languages;

· Use of word processing, spread sheets, and desk top publishing packages to create, edit and produce texts, tables, correspondence and reports;

· Maintain all files relating to Library administration including personnel, budget and services;

· Prepare monthly time and attendance reports for entire staff.,

· Receive, screen and direct incoming mail; - operate fax and handle long distance calls;

· answer mail for the donation of books for the signature of the Secretary General, Assistant Secretary General and Director;

· Provide general direction and assistance to visitors to the Library;

· Serve as a liaison with other departments.

2. Processes and maintains the Library's budget accounts.

· Creates requisitions in the OASES System for all routine CML purchases (ie. Office supplies, CPR's, services, etc.)

· Follows up with the Office of Budget and Financial Services regarding issuance of payments for travel, reimbursements to suppliers, and payments for services.

· Prepares invoices for sales of publications, microfiche and sales of photocopies;

· Maintains ledgers, accounts receivable, follow up records, etc. for all invoiced transactions including photographs and inter-library lending transactions;

· Deposits payments and credits for invoiced accounts;

· Maintains internal records for the Library's administrative actions, including supporting documentations according to OAS regulations, making sure these records are available to internal or external auditors.
· Prepares financial reports in OASES system detailing expenditures of specific funds as required by the OAS and/or donors.

· Performs other duties as may be required to support the Secretariat Staff.

3. Maintains supplies for Library.

· prepare supply and service requests

· maintain inventory of supplies, printed forms and letters;

C.
Other 

1.       Instructs, trains, and/or provides technical advice to the staff of the Library on the
processes related to the OASES system. Serves as contact between the Library, the OASES Team and other OAS Departments to facilitate administrative processes and to anticipate or solve problems that may arise.
2.     Performs other duties and responsibilities as assigned.
MINIMUM Qualifications:

Education
High school diploma required. In light of the nature of technical responsibilities should have some university level course or equivalent specialized training in information, library science, or a related field.
Additional training in computer systems (Microsoft Office Suite, Oracle) desirable.
Experience
Seven years of experience in office management or in providing support in the various field of administration. At least two of the seven years of experience should be in working in a library or a similar setting. With specialized training, five years of the above described experience.
language
Ability to speak read and write fluently in English and Spanish. Knowledge of other official language desirable.

competencies
1. Typing skill of 50 wpm with an acceptable rate on the computer keyboard to produce correspondence;

2. Knowledge of Microsoft Office Suite and Oracle required;

3. Knowledge of Microsoft Word, Access, PowerPoint and Excel required;

4. Knowledge of Website maintenance and HTML;

5. Excellent organizational skills in order to manage a large volume and variety of work. Good

6. Good interpersonal skills in order to screen a heavy volume of phone calls and visitors of all kinds;

7. Familiarity with OAS structure, organization, protocol and administrative practices.

8. Ability to work under pressure with staff at all levels and get along with other employees as part of a team; ability to exercise good judgment in setting own work priorities, managing own time and limited physical space with resourcefulness.

9. Ingenuity in adapting computer applications to the needs of the office.

10. Resourcefulness in solving unexpected problems.

11. Ability to exercise tact, diplomacy and discretion in dealing with people on all levels and from a variety of cultures.
12. Knowledge of the Library.Solution software and ContentDM software.
Please read carefully the Guidelines for Applying for Employment with the Organization of American States and Application Form.
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