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JOB DESCRIPTION 

1. General information

Job title:  Library Officer  
Job number: 37301-08 
Faculty / Service: Jean-Léon Allie Library and Archives 
Superior (Title): 
Work schedule: 
Hay points:  
Start date:  

Collection Development Librarian 
35 hours / week 
168 
August 2019 

2. Summary of the position
Under the supervision of the librarian, the incumbent is responsible for shelving documents 
(books, archival materials, etc.) and administrative support (mail, office supplies, liaison with 
Campus Services, etc.) to ensure quality service to Library’s clients. 

3. Job responsibilities
SHELVING OF DOCUMENTS: 45% 
1. Every day, collect documents from the various floors of the Library, the group study rooms, the

service desk, etc.
2. Sort classified (monographs, periodicals, newspapers, reference, microforms) and non-

classified documents in order to shelve them.
3. Replace all types of documents on the shelves according to the locations, classification codes

and specific arrangements for each category of documents.
4. Ensures that materials on the shelves of the different collections and in the “books in use”

section are not shelved too tightly and is capable foreseeing necessary shifting of the collection
when required.

5. Remove and send for repair any documents that need it.
6. Check the order of shelving of documents (reading the shelves) and replace misshelved

documents. Collect requested documents as called for by the staff.
7. Look for books that users can’t find, books declared as returned, etc.

PHYSICAL AND MATERIAL RESOURCES: 20%
8. Receive and handle requests for repairs, maintenance, shipping, etc. and send them to

Campus Services. Do follow-up.
9. Responsible for collecting and preparing orders for supplies for the Library.
10. Take part in projects such as physical reorganization and disassembly of shelving and

furnishings, boxing and pruning of documents, collection inventory.
11. Responsible for collecting and preparing material to be sent in digital format to distance

students.
12. Responsible for the collection of material for inter-library loans and for delivery to the

Multiservices Centre.
13. Take part in the updating of the Library’s inventory.
14. Receive and send mail and goods.

BIBLIOGRAPHIC VERIFICATION : 20% 
15. Verification of new arrivals (books and periodicals)
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16. Verification of gifts 
 
CUSTOMER SERVICE: 10% 
17. Explain how to use, and help users to use, certain devices: copy card machine, photocopiers, 

microform readers, computers, printers, etc.  
18. Assist people with a physical disability to get their documents from the shelves and to use 

various automated systems.  
19. Answer general questions about the Library’s web page and catalogue. Relay more complex 

questions to the appropriate staff. 

OTHER TASKS: 5% 
20. Compile and report on various statistics related to their activities. 
 

4. Knowledge, experience and skills 

• College diploma in technical documentation or equivalent education would be an asset;  
• One (1) year of work experience is desirable; 
• Knowledge of and experience in using information systems (Outlook, Word, Excel, Internet, 

etc.); 
• Knowledge and experience with book acquisition systems such as Oasis, Amalivre, GOBI, etc.; 
• Ability to work with an automated system in a support situation; 
• Knowledge of other software used in a library would be an asset; 
• Knowledge and experience in the handling, receiving or shipping of merchandise normally 

acquired in a business or warehouse environment; 
• Have sufficient physical stamina to be able to work in a standing position and bend regularly, 

place books on shelves, push book trolleys, and lift boxes;  
• Ability to observe several things at a time to ensure that the collection is in good condition; 
• Ability to shelve, check and handle documents with accuracy; 
• Drive, interest and motivation;  
• Flexibility and ability to adapt to change; cooperation and collaboration in daily activities and 

unusual requests; 
• Interpersonal skills and a keen sense of customer service;  
• Resourcefulness and respect for set procedures;  
• Ability to manage one’s time and priorities well;  
• Ability to communicate clearly, with tact and self-control, in French and English, spoken and 

written, in order to respond adequately to the needs of users and colleagues. 
 

 
5. Relations with direct reports (for positions having responsibilities for supervision only)  

Direct reports The main aim/role of each report 
  
  

6. Typical interactions or other working relationships (if applicable)  

Contact Purpose/Result 
Students  Respond to questions from students, look for books, journals, etc.  
Library team Collaborate to promote the Library’s services to students and 

professors. 

7. Initiative, problem solving, questions and key challenges 

The main task for this position is shelving books. Shelving books is an activity that requires 
precision, meticulousness and a conscientious person.  
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Decisions and recommendations  

Decisions 
- Identify work to be done based on priorities. Using good judgment and collaborating with 

colleagues is important.  
 
Recommendations 
- Suggest changes or improvements to various Library processes.  

 
8. Working conditions and work environment 

Physical effort: 
Be able to work in a standing position and bend on a regular basis, place books on shelves, push 
book trolleys and lift boxes. 

Physical environment: 
Work in an office that rarely involves exposure to unpleasant conditions. Meetings are often held 
in a conference-style room. 

Sensory attention: 
Frequent need to pay close attention to written documents, to a computer screen and to 
information given verbally by work colleagues or by Library users. As part of their work, the 
incumbent must be especially attentive when doing research in databases where the search 
interface and the documents are in a foreign language. 
Mental stress: 
The work is varied and changeable. In line with normal conditions of a library setting. 

 
    


