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Job Title: 		Physical Collections & Processing Associate
Job Number:			L-094 | VIP: 1759			
Band:			OPSEU-6				
Department: 			Library & Archives					
Supervisor Title: 	Manager, Library Services
Last Reviewed:			June 22, 2022

JOB PURPOSE:
Reporting to the Manager, Library Services, the incumbent provides information and fulfillment services at the Library Services Desk.  They also play a key role in maintaining and managing the library’s physical collections, including overseeing physical processing.  Additional responsibilities include digitization efforts and contributing to reading list processing as part of the Course Reading Support team. The role also involves indirect supervision of student employees and shared responsibility for staffing service points during all operating hours, including evenings and weekends. 
KEY ACTIVITIES:
Library Service Desk
· Respond promptly and professionally to inquiries in person, over the phone, and through online/email channels, redirecting requests as necessary.
· Offers comprehensive reference services to patrons, aiding in the clarification and interpretation of their information needs; suggests appropriate materials and sources to fulfill those needs.
· Provides patrons with basic instructions on utilizing the library's discovery system, assisting in searches, and accessing materials and sources.
· Provides front-line customer service by resolving or escalating patron concerns and troubleshooting library technology issues, including the discovery system and online databases. Makes informed referrals within the library and to other university departments as needed.
· Performs circulation responsibilities, including loans, returns, holds, transits, digitization, bookings, and fines and fees processing. 
· Assists in preparing items for of physical items for course reserves, deselection, and other workflows including item searching and processing
· Proactively communicates with other Bata Library and Durham Campus Library and Learning Centre staff to share pertinent information, contributing to the successful delivery of services.
· Demonstrates a thorough understanding of, communicates, and applies library policies and procedures, including registering borrowers and issuing library cards.
· Collaborates with the Manager to update library policies, procedures, and workflows.
· Executes opening and closing procedures at Bata Library during scheduled weekday, evening and weekend service hours, including unlocking and locking doors.
· Adheres to emergency protocols in the event of an emergency.
Physical Collections
·  Assists with managing spatial capacity for physical collections by analyzing current usage, planning for future growth, and optimizing space. Assists with the assembly, disassembly, and moving of shelving units. 
· Assists with tasks related to maintenance of the physical collection, including shifting the collection and updating stack signage. 
· Identifies materials in poor condition or with labeling problems within Bata Library and routes materials for assessment or preservation.  
· Contributes to collection development projects by actively engaging in weeding, inventory management, labelling, and other initiatives as directed by a manager or librarian. 
· Assist with the retrieving and reshelving of boxes and Special Collections materials in the Archives as needed as directed by the University Archivist or their designate. 
Physical Processing
· Processes incoming materials by entering and confirming the accuracy of physical item information in the Library Services Platform (LSP) and applies appropriate labels and stamps according to Library guidelines.  
· Triages damaged library materials for local repair, binding by contract bindery, or referral to the weeding/replacement workflow based on library guidelines. Creates work orders for damaged materials.  
· Performs local repairs on non-archival library materials; maintains an inventory of repair tools and supplies at Bata Library.  
· Coordinates regular binding shipments for the bindery contractor for all Library materials.  
· Establishes, maintains, and tracks bindery orders ensuring that binding is done according to the ANSI/NISO standard for library binding.  
· Monitors bindery budget allocation and reports projected balances to the Scholary Resources Librarian; keeps track of invoices and supporting documentation from contract bindery; estimates binding budget for new fiscal year.  
· Processes discontinued, cancelled and withdrawn titles according to Library guidelines. 
Human Resources
· Following priorities outlined by direct student assistant supervisors, directs and supervises Library Services student assistants when working on the Library Service desk. 
· Assists direct student assistant supervisors with ongoing training of Library Services student assistants when working at the Library Service desk. 
· In the absence of Library Services Desk & Fulfillment Coordinator and the Resource Sharing Coordinator, assists with modifying Library Services student assistants’ schedules as needed. 
· In the absence of the Facilities & Physical Collections Coordinator, briefs, directs, and supervises Facilities & Physical Collections student assistants. 
· Shares regular feedback on Library Services and Facilities & Physical Collections student assistants’ performance with their direct supervisor.  
Course Reading Support
· Assesses and evaluates reading lists within the Library Services Platform (LSP) applying critical analysis to reviewing citations, execute appropriate processing steps based on material type and status, and redirect list to relevant teams as required. 
· Resolves incomplete citations by thoroughly examining bibliographic information, determining the correct resource through informed decision-making or escalating complex cases to the service lead or librarian for further review.
· Evaluates and processes copyright requests for course materials by applying copyright guidelines, creating digital copies, and generating persistent links in the learning management system.  
· Creates reading lists based on professor input within the Library Services Platform (LSP) to ensure stable access to course readings and library resources.
· Actively participates in communications to provide feedback, input, and solutions 
Other
· Assists with installation, assembly, re-location, reporting, or removal of library furniture and fixtures. 
· Supports digital scholarship projects under the direction of a librarian/archivist, including format migration, transcription, and digitization, following established policies and standards. 
· Contributes to Library & Archives special projects as required. 
· Facilitates learning related to information services in both formal and informal sessions. 
· Sits on Library & Archives committees as needed and with the approval of the unit manager. 
· Performs other duties as assigned by the unit manager. 
EDUCATION REQUIRED:
· An undergraduate university degree (3 year) required and a Library & Information Technician Diploma or an acceptable equivalent combination of education and experience. 
EXPERIENCE/QUALIFICATIONS REQUIRED:
· Two (2) years of experience in libraries (academic libraries preferred), including at least one (1) year of experience working with an Integrated Library System (ILS) or Library Services Platform (LSP). 
· Excellent customer service and interpersonal skills, with demonstrated tact and diplomacy, and a strong commitment to the promotion of positive public relations amongst users and staff. 
· Demonstrated experience performing circulation services. 
· Experience searching library catalogue and databases in Windows/Mac environments. 
· Proficiency with Microsoft Office, and comfortable learning and using new technologies and applications. 
· Excellent verbal and written communication skills 
· Ability to work both independently and as part of a team, with awareness of when to take initiative and when to consult with others. 
· Accuracy and attention to details in a complex and fast-paced work environment 
· Demonstrated analytical ability, initiative, and problem-solving skills. 
· Good judgment and ability to make decisions independently. 
· Demonstrated time management skills with ability to handle and prioritize a high volume of demands and work under pressure. 
· Demonstrated willingness to pursue additional education and training to complement the learning environment reflected in a progressive academic library. 
· Physical ability to lift books and boxes, maneuver loaded book trucks, and lift and carry up to 20 kilograms. 
· Able to commit to and be flexible in work schedule, including working daytime, evenings, and weekends. 
· Experience with library collection maintenance and/or facilities maintenance is an asset. 
· Experience Ex Libris Alma and/or Leganto is an asset. 
· First Aid certification is an asset. 
SUPERVISION:
· Indirectly supervise and direct the activities of student employees working when working at the Bata Library Service desk.
· Indirectly supervises and directs the activities of the student employees working in Facilities & Collections in the absence of the Facilities & Physical Collections Coordinator.



Job Evaluation Factors:
Analytical Reasoning
Examples:  
The Physical Collections & Processing Associate assists students with reference questions by clarifying queries, gauging their familiarity with resources, adapting to their learning styles, suggesting relevant resources, aiding in search strategies, and assessing if further assistance is needed. While following protocols is common, exploration-based approaches are often necessary.
Related to the Service Desk, at times, staff are the only ones in the library (evenings/weekends) and must analyze a wide range of information when alone, adapting based on the situation to determine appropriate actions, including emergency situations. They work with numerous systems, generally following documentation, but sometimes requiring a discovery and exploration-based approach. When there are problems with access to materials, staff discuss possible solutions with patrons, such as reporting broken links, suggesting interlibrary loan, or explaining access limitations. Staff must quickly assess and adapt to users' communication abilities and preferences, considering factors like language proficiency, response time, technical knowledge, and potential psychological factors like anxiety or cultural issues.
Decision Making
Decision-making in this role is somewhat varied and requires responding to patron requests and overseeing student employees, collection maintenance, policy application, and handling emergencies. Decisions typically adhere to established procedures but may require adaptation based on request complexity and staffing levels.
Examples:
When aiding a student, decisions include communication style, resource selection, instruction level, and referral to additional support.
As the sole staff member, frequent adaptation is necessary, with judgment calls on policy application and handling hostile patrons, including when to escalate to security or emergency services. As a member of the Course Reading Support team, this staff member is involved with Course Readings processing and must use best judgement to decide how to process complex or confusing citations correctly, or if they should be elevated to a coordinator or librarian.
Impact
Impact on the organization is likely to extend to other workgroups and may also have moderate effect on clients and service partners. Decision-making in this role involves responding to patron requests, overseeing student employees, maintaining collections, applying policies, and handling emergencies. Decisions usually follow procedures but may require adaptation based on request complexity and staffing.
Examples:
When assisting students, decisions include communication style, resource selection, instruction level, and referrals.
As the sole staff member, frequent adaptation is necessary, with judgment calls on policy application and handling hostile patrons, including when to escalate to security or emergency services.
Responsibility for the Work of Others
Indirect responsibility:  
· Student Library Assistants – part-time students
· Follow priorities set by the Manager and supervise them at the Library Service desk.
· Ensure completion of assigned tasks during shift.
· Support Manager in ongoing student employee training.
· Provide regular performance feedback to the Manager.
Communication
Internal: Students, Staff, Faculty, Administrators, Facilities Management, Trent Card Office, IT, Print & Post, Security, Student Affairs, Trent Central Student Association. 
External: Members of the public, other libraries, couriers, and service providers.  
Examples: 
The Library Service Desk serves as the primary point of contact for all library inquiries. During evenings and weekends, the incumbent may be the sole staff member present, necessitating effective communication with all visitors. Queries vary in complexity, from basic directional assistance to detailed research inquiries. The incumbent must engage with individuals in person, over the phone, and online, and manage the general library email inbox. Communication also entails clarifying library regulations, including borrowing privileges, upholding fine policies, and handling confidential information.
The Physical Collections & Processing Associate communicates extensively with other library staff to ensure smooth operations. This involves discussing material handling, workflow enhancements, patron requests, and participation in team activities. As an indirect supervisor of student employees, regular communication involves providing guidance, feedback, and task assignments based on managerial priorities.
Motor/ Sensory Skills
Requirement for some level of precision, with some tolerance allowed. Keyboarding and basic manipulation of devices such as computer mouse, scanner, telephone, moving books. 
Motor Skills: 
· Use of hand tools and small power tools to assemble/dissemble shelving and some furniture. 
· Fine motor skills: placement of library materials into specific locations and between other materials, keyboarding, mouse, scanner. 
· Gross motor skills: handling and moving materials and book trucks 
· Dexterity: use of hands and fingers to move and grasp materials for shelving with speed and accuracy 
· Equilibrium: maintain balance when standing on a stool to shelve materials on upper shelves. 
· Dexterity - precision in manipulating a telephone, lifting books, pushing carts 
Sensory Skills: 
· Hearing: responding to queries at the Service Desk 
· Sight: read barcodes, book spines, etc. 
· Smell: ability to detect noxious fumes 
Effort
Physical  
· Lifting/moving/carrying/pulling/pushing; heavy boxes, shipping and receiving items, furniture.  
· Moving, installing, and repairing shelving units and storage cabinetry. 
· Walking/standing/bending/stretching/kneeling; when shelving and handling library material, moving physical library material around on book trucks and placing library material on shelves above the head and below the knees. 
· Pulling, pushing, loading, and stacking cargo and furniture dollies with heavy items. 
· Awkward positions, on back, on knees and bending, when installing office equipment.  
Mental  
· Multiple competing demands: participates in a variety of library services, deals with patron requests through multiple channels (in person, online, and via telephone), supports multiple Library & Archives units. 
· Extended periods of visual attention and sustained concentration: compiling data, inputting information into library systems while verifying accuracy; undertaking complex scheduling, reviewing or testing detailed fulfillment procedures and intricate workflows. 
· Dealing with frequent interruptions while working at the Service Desk. 
· Ability to self-regulate under stressful and demanding circumstances. 
· Ability to maintain a calm and professional attitude in emergency situations. 
Working Conditions
Psychological Conditions:
· Handling patron complaints about library access, fines, policies, space availability, and noise.
· Managing competing demands: engaging in various library services, addressing patron inquiries in person, online, and by phone, and supporting various Library & Archives units.
· Dealing with inevitable busy periods due to high question volumes at certain times.
· Working in a highly visible, public setting.  
· Frequent interruptions from patrons, couriers, and other Trent staff.
· Maintaining confidentiality regarding fine appeals, loaned items, disclosures by student employees, etc.
· Stress from potential emergencies and handling them independently.
· Dealing with possible contentious situations involving stressed patrons or the public.
· Availability to work evenings and weekends as needed.

Physical Conditions:
· Exposure to dust from bookshelves.
· Performing repetitive tasks such as checking in and out physical materials.
· Ability to lift to 20 kilograms.
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