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SALARY GRADE 7 CLASS: LIBRARY SPECIALIST II 
 

JOB TITLE: Adult Services Specialist 

REPORTS TO: Adult Services Manager 

FLSA STATUS: Non-exempt 

STATEMENT OF DUTIES AND RESPONSIBILITIES 

An employee in this position assists the Adult Services Manager in planning, organizing, 
promoting, and implementing the public library’s program of services for adults. Duties 
assigned may include adult programming, publicity, exhibits, computer training of library users, 
and collection development. 
 
An employee in this position at Watauga County Public Library may also be responsible for 
duties related to the Digital Watauga Project. If appropriate, see attached for a description of 
these duties. 

 
EXAMPLES OF WORK 

 

1. Provides reference and readers’ advisory services 
 

2. Plans, develops, and implements special projects for the Adult Services Department as 
assigned 

 

3. Schedules, plans, promotes, and implements programs for the Adult Services Department as 
assigned 

 

4. Performs circulation functions as needed 
 

5. Teaches computer classes and/or conducts one-on-one technology training. 
 

KNOWLEDGE, SKILLS, AND ABILITIES 
 

Ability to deal tactfully, courteously, and effectively with the public and other employees 

Ability to use computers for both internal and external projects and information 

Proficiency with MS Operating System and MS Office Suite 

Effective verbal and written communication skills 

Ability to set priorities and meet deadlines 

General knowledge of reference tools, both in print and online 



Ability to plan, prepare, or produce library-sponsored programs for people over the age of 13 

Considerable knowledge of all types of library materials and procedures 

Possession of a valid driver’s license 

EXPERIENCE, EDUCATION, AND TRAINING 

Two year of college and three years of experience in a related field required; college degree 
preferred 

 

The preceding statements describe the nature and level of assignments normally given job 
incumbents. They are not an exhaustive list thereof; additional duties may be assigned. 

 
 

PHYSICAL/ENVIRONMENTAL DEMANDS Amount of Time   

 
None Under 1/3 1/3 to 2/3 

Over 
2/3 

Stand     _ X_    
Walk     _x      
Sit         x_    

Use hands to finger, handle, or feel    _    _x      

Reach with hands and arms    _x   _       
Climb or balance _x     _       
Stoop, kneel, crouch, or crawl    _x         
Talk or hear              X_ 

 

Working Conditions 

Well-lighted, heated and/or air-conditioned indoor office setting with adequate ventilation. 
Position is exposed to dust. 

Physical Activity Level 

Light physical activity performing non-strenuous daily activities of a productive/technical nature. 
This position requires the incumbent to lift up to 15 pounds on a regular basis. 

Manual Dexterity 

Manual dexterity sufficient to reach/handle items, works with the fingers and perceives 
attributes of objects and materials. 

Vision Requirements 

Close vision (clear vision at 20 inches or less); distance vision (clear vision at 20 feet or more); 
color vision (ability to identify and distinguish colors); peripheral vision (ability to observe an area 
that can be seen up and down or to the left and right while eyes are fixed on a given point); depth 
perception; and ability to adjust focus. 



Noise Exposure 

Moderate noise (example: business office with computers and printers) 

 
Digital Watauga Coordinator Job Duties Description 
Adult Services Specialist 
Watauga County Public Library 

 
Statement of Duties and Responsibilities 
 
An employee in this position is responsible for overseeing and coordinating the daily activities of 
all Digital Watauga temporary employees and volunteers. In addition, an employee in this 
position takes an active role in the collection management, organization, digitization, and web 
upload of materials from the Digital Watauga Project.  
 
Required Tasks  
 

1. Take minutes of the monthly meetings of the Digital Watauga Project Committee and 
distribute them within one week following each meeting to the Digital Watauga Project 
(DWP) chairperson. 

2. In coordination with the DWP chairperson, select, evaluate, organize, archivally re-house, 
digitize, and upload to the Digital Watauga website various materials from the Digital 
Watauga Collections, following the procedures and directives contained in the current 
version of the Digital Watauga Project Manual. 

3. Conduct limited archival and/or web research on images or items within collections in order 
to facilitate more accurate collection descriptions, finding aids, or item-level metadata 
descriptions. 

4. Prepare detailed finding aids for DWP collections. 
5. Review, edit, and update metadata for recently processed collections and collections 

already uploaded to the web, including metadata requiring correction based on community 
feedback. 

6. Using materials from the DWP collections, select, describe, and post images for the 
project’s monthly Throwback Thursday and other promotional initiatives (TBD), as 
coordinated with the DWP chairperson. 

7. In coordination with the DWP chairperson, oversee and coordinate the work of the 
project’s various temporary employees and volunteers, including determination of scanning 
room schedules, oversight of volunteers working with the physical collections in the 
reference area, and tracking progress of volunteers and temporary employees on their 
assigned tasks. 

8. Anticipate and report regularly to the DWP chairperson on possible issues involving DWP 
project management, volunteer and temporary employee activities, equipment issues or 
needs, archival supply inventories, potential collection donors, and other issues as 
determined. 

9. Other duties as assigned or requested by the DWP chairperson or WCPL or ARL 
supervisor(s) or leadership. 

 
 
 



Knowledge, Skills, and Abilities 
 

1. Ability to communicate tactfully, courteously, transparently, efficiently, and effectively with 
library staff, the DWP chairperson, members of the DWP Project Committee, temporary 
employees, volunteers, and the public. 

2. Proficiency working in a Windows environment and with various software programs, 
including MS Excel, MW Word, Adobe Acrobat Reader, Photoshop Elements, Canon’s 
scanning software, Omeka, Facebook and other social media platforms. 

3. Knowledge of and proficiency with standard archival practices, including appropriate forms 
of and protocols for archival housing and storage, handling of archival materials, and 
processing/cataloging of materials in archival collections. 

4. Knowledge of and proficiency with applying the standards outlined in Describing Archives: A 
Content Standard (DACS) and the Dublin Core Initiative, as well as the FADGI guidelines as 
they apply to the Digital Watauga Project. 

5. Proficiency with standard English spelling, grammar, syntax, and vocabulary at a college 
graduate level. 

 
Experience, Education, and Training 
 
A bachelor’s degree in history, library science, or a related discipline is required. A graduate 
degree (MA or higher) in history, historic preservation, art history, anthropology, library science, 
or a related field is strongly preferred. Experience working with manuscript archives, digital 
archives projects, Omeka, and the Dublin Core Initiative is also strongly preferred. 
 
Working Conditions 
 
Well-lighted, heated and/or air-conditioned office/production setting with adequate ventilation. 
Frequent exposure to materials with dust, mold, mildew, a musty odor, or chemical odors (such 
as vinegar syndrome and nitrate off-gassing).  
 
Physical Activity Level 
 
Light physical activity, primarily involving various office tasks such as typing, writing, filing, 
sorting, and scanning, with occasional moderate physical activity such as lifting of collection 
boxes, carrying of materials from cabinets to the work area, and unloading of archival material 
deliveries. 
 
Manual Dexterity 
 
Moderate level of dexterity required to type; write; reach/handle items; squeeze a rubber air jet; 
put on and remove cotton gloves; separate thin items (negatives, sheets of paper, etc.) from one 
another, often while wearing cotton gloves; control a computer mouse to make minute 
adjustments to settings; work with fingers; and perceive attributes of objects and materials. 
 
Vision Requirements 
 
Close vision (clear vision at 20 inches or less); distance vision (clear vision at 20 feet or more); 
color vision (ability to identify and distinguish colors); depth perception; and ability to adjust 



focus. 
 
Noise Exposure 
 
Moderate noise, typically limited to conversation, computer and scanning equipment, and 
interaction with filing cabinets and storage cabinets. 

 


