¢ Provides excellent customer service at all levels.

* Has a management team that leads by example,
where strength of character, dedication, problem-
solving and integrity count.

*Endorses continuous learning to assure employees
have the skills to provide effective services and the
training and education to prepare for career advance-
ment opportunities.

*Fosters open and honest communication among all
employees, across all departments and with the public.

*Is driven by clear objectives where strong perfor-
mance is rewarded.

*Operates as one cohesive organization, not isolated
departments, fostering collaborative interdepartmental
partnerships with all employees for organizational and
community problem-solving,.

*Values all members of the organization and the
community.

SELECTION PROCESS

Due to an anticipated large response, only the
first 100 applications received will be
considered for the next phase. Additional
applications may be processed as necessaty.
Meeting the minimum requirements listed in this
job description does not guarantee advancement in
subsequent phases of the selection process.

e most qu:
participate in an oral examination process, which
may include certain practical and written exercises
intended to assess the candidate’s ability to
perform certain duties of the position.

T 0o BE CONSIDERED

If you are interested in this outstanding career
opportunity, please consider submitting youtr appli-
cation through our online application process at
www.cityofpleasantonca.gov.  Applications are
also available at the Human Resources Depart-
ment, City of Pleasanton, 123 Main Street, P.O.
Box 520, Pleasanton, CA 94566. Incomplete
applications will not be accepted. Deadline for
submission of applications is 5:00 p.m. on Friday
March 28, 2014. Postmarks will not be accepted.

Candidates will receive all communications by
email regarding the recruitment process, which
includes, but is not limited to, application status,
testing dates, and interview scheduling. If you
require an alternate means of communications,
please contact Human Resources at (925) 931-
5048.

THE CITY OF

PLEASANTON.

PLEASANTON.

Announces

EMPLOYMENT
OPPORTUNITY FOR

Supervising
Library
Clerk

Full-Time Position
$5,086-$6,183 monthly

( $5,138- $6,245 effective
April 12,2014)

Filing Deadline
5:00 p.m., March 28, 2014

Please apply online at:



http://www.ci.pleasanton.ca.us�

One of Northern California’s premier residential and
business communities, Pleasanton is well regarded as an
attractive and friendly city with a strong heritage, active
and involved residents, a wide variety of services, well
planned business ateas, a historic downtown and well-
cared for homes in family oriented neighborhoods.

THE DEPARTMENT

The City of Pleasanton takes pride in the
Pleasanton Public Library. The Library’s mission is to
provide books, information and services that promote
lifelong learning and a love of reading. The Library has
a strong partnerships with the community, including the
school district, non-profit organizations and cultural
community groups.

THE POSITION

Direction is provided by the Director of Library Services
and the Library Services Manager. Directly supervises
support staff including: assigning and prioritizing work;
training, counseling, goal setting, and coaching;
conducting performance evaluations; and providing
effective recommendations on personnel actions.

Typical duties include:

e Supervises the entry-level positions of Library Clerk
and Page.

e  Manages the workflow of the checkout, materials
return, and shelving processes.

e Responsible for the collection of fines and fees
through the work of the Cletks at the circulation/

Develops and maintains Clerks and Pages' work
schedules.

Evaluates Clerks and Pages in performance of their
job duties, and provides them with performance
evaluations, in accordance with City policies.

Handles patron complaints regarding Library
circulation policies, fines and fees, and patron

registration.

Keeps statistics on library use as measured in
circulation, material shelved, and libraty visits.

Trains and orients new Clerks and Pages.

Evaluates accuracy and efficiency of shelving
activities.

Performs related duties as required.

Knowledge of:

Principles and practices of library operations with an
advanced knowledge of automated circulation
systems.
Principles  of financial
administration.

supervision  and

Problem solving skills to create positive outcomes.

Exceptional customer service.

e Principles and practices of exceptional customer
service.

Education/Experience:

Equivalent to an Associate of Arts Degree in Library
Technology or closely related field, three years of
increasingly tesponsible public library expetience, and
supervisory experience as well. Two of the three years
should include progressive experience with an automat-
ed circulation system.

COMPENSATION & BENEFITS

$5,086-$6,183 monthly
( $5,138- $6,245 effective April 12, 2014)

Choice of One of Three Comprehensive
Health Plans

Dental Plan Coverage
Life Insurance Coverage of $35,000
11 Paid Holidays
Floating Holidays
Paid Sick Leave

Short / Long Term Disability Plan

Annual Vacation beginning with 10 Days
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