M U N I C I P A L     C I V I L     S E R V I C E     C O M M I S S I O N

Municipal Building
One Locks Plaza    Lockport, NY  14094


PROMOTIONAL EXAMINATION

FOR:

Library Assistant

Last Filing Date:


                    Date of Examination:

September 30, 2018                                             Submission of Training & Experience

Exam #: 79-711                                          Questionnaire: November 1 thru November 31, 2018.  


Filing Fee:

A non-refundable $15.00 filing fee is payable at the time of filing 





application.

Vacancies:

The eligible list established as a result of this exam will be used to 

fill vacancies as they occur in the City of Lockport Public Library.

Salary:

Expected at $26,881-$29,904/yr.

Duties:
The work involves performance of Para-professional librarian duties.  Although work is performed under the general supervision of a librarian, the job also requires aptitude to operate independently within prescribed responsibilities when the librarian is not available.  Clerical and related work as required.
Qualifying Experience:


Permanent competitive status as a Senior Library Clerk and/or Principal Library Clerk for not less than 12 months with the Lockport Public Library.

Typical Work Activities:

Assists patrons at public service desks;

Performs routine searches for patrons and directs complex reference questions to librarians;

Performs circulation, reserve and overdue functions;

Plans and conducts programs, tours, book talks and displays for all ages;

Processes new materials, including inventory of materials into catalog;

Supervision of department or library space as needed;

Maintains library records as needed;

Supervises assigns and review the work of subordinate staff;

Operates office machinery such as photocopiers, computers and/or fax machines;

Creates fliers or other publicity as needed via desk top publishing;

Subjects of Exam:  
There will be no written or oral test for this examination.  If you meet the minimum qualifications, you will receive a rating based upon an evaluation of your training and experience against the duties of the position being tested.


Candidates must first complete an examination application and return it to the City of Lockport Department of Civil Service, Municipal Building, One Locks Plaza, Lockport NY 14094, room M-11 on or before the last filling date.


Approved candidates will be sent a notice containing directions to a website address needed to complete a Training and Experience Questionnaire.


The Training and Experience Questionnaire will be available on October 1, 2018, and approved candidates will be required to complete and submit this questionnaire between October 1, 2018 and midnight, October 31, 2018.

NOTE:
Candidates will not be able to claim any credit for training or experience gained after the application-filing deadline of September 30, 2018.


Candidates who fail to submit a questionnaire by midnight, October 31, 2018, will not receive a rating.

This written exam is being prepared and rated by the NYS Department of Civil Service in accordance with §23.2 of the Civil Service Law.  The provisions of the NYS Civil Service Rules and Regulations dealing with the rating of exams will apply to this test.

Applications:
Applications and filing fees must be received by the close of business on the last filing date with the Lockport Civil Service Office, Municipal Building, One Locks Plaza, Lockport NY 14094.  Room M-11.  

