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 Class Specifications 
 for the Class: 
 
 SUPERVISING LIBRARY TECHNICIAN I 

(SUPERVISING LIBRARY TECH I) 
 
 
 

Duties Summary: 
 
 Supervises two or more groups of subordinate workers performing 
moderately complex non-professional library support work, which requires 
the assistance of one or more subordinate supervisors; and performs 
other related duties as assigned. 
 
Distinguishing Characteristics: 
 
 This class reflects a position which has full-time supervisory 
responsibility over two or more groups of subordinates performing 
moderately complex non-professional library support work (comparable to 
the Library Assistant III level), through one or more subordinate 
supervisors.  Positions in this class receive general supervision from a 
high level administrative librarian and are responsible for carrying out 
their duties and responsibilities in accordance with established 
policies and guidelines. 
 
Examples of Duties: 
 
 As a full-time supervisor, supervises two or more groups of 
subordinate workers engaged in performing moderately complex library 
support work comparable to the Library Assistant III level, through one 
or more subordinate supervisors; plans, assigns, reviews and evaluates 
the work of the unit; prepares procedures and guidelines based on 
established practices and policies; monitors workload and production; 
makes estimates of operational needs or requirements (e.g., operating 
budgets, materials or space needed); and recommends changes in policies 
and procedures. 
 
Knowledge and Abilities Required: 
 
 Knowledge of:  Experienced and thorough knowledge of applicable 
library policies, practices and procedures; library terminology; good 
working knowledge of generally accepted rules, methods, practices, and 
techniques used in one or more of the major areas of library science 
(e.g., cataloging practices, including elements of rules of physical 
description, reference methods and various sources; and various library 
tools). 
 
 Ability to:  Plan and supervise a variety of library support 
activities; explain and apply a broad range of library policies, rules 
and procedures; resolve problems and/or complaints in accordance with 
applicable library policies and practices; utilize a variety of library 
tools; write routine correspondence, summaries and reports; work 
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effectively with others in coordinating the work of the unit with other 
units in the organization; recommend and implement changes in 
operations, policies and procedures; and ability to supervise more than 
one group of subordinates through a subordinate level of supervision. 
 
------------------------------------------------------------------------ 
 
 This is the first class specification for the new class SUPERVISING 
LIBRARY TECHNICIAN I (SUPERVISING LIBRARY TECH I). 
 
 
Effective Date:  November 1, 1987 
 
 
 
DATE APPROVED   July 12, 1991            /s/  Diana H. Kaapu   
          SHARON Y. MIYASHIRO 
     Director of Personnel Services 
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