Effective Date: January 2010
University of California, Berkeley

[Name of Library or Affiliated Library] Library

Statement of Primary Responsibilities [EXAMPLE]
Name:


Oliver Twist

Department:

Mudfog Labor Library

Payroll Title:

Librarian II

Working Title:

Reference Librarian and Director, Mudfog Labor Library

Branch/Unit Administration: Consults and collaborates with departmental faculty and Chair in determining priorities and preferences for collection development and operating systems, and on administrative and budgetary matters affecting the library. Establishes goals, policies and procedures for the library. Coordinates with staff of the Nicholas Nickleby Archives on matters of operation, access, and collection development affecting the respective organizations.

Management: Selects, trains, supervises and evaluates library staff. Works with staff to resolve conflicts or other problems, or refers them to higher authority in the appropriate department. Directly supervises and reviews 2 FTE staff, currently Jack Dawkins, Library Assistant I and Charley Bates, Library Assistant III.

Course Reserves Processing: Consults with faculty to identify library-owned resources and other materials to place on reserve. Coordinates with cataloging staff to update item records. Designates methods for copyright compliance.

Reference & Research Services: Provides reference services at the Mudfog Library Reference Desk, including during extended hours reference service. Participates in off-desk reference services including via “chat” reference. Provides in-depth reference and research service for graduate division students and faculty in assigned subject area specialties, English History (Victorian Era) and Child Labor Studies.

Instruction, Training & Outreach: Provides library tours, drop-in or course-integrated lectures, and standalone research instruction sessions.  Prepares teaching materials and guides to library resources and serves as liaison to faculty in assigned subject areas. Responsible for library and research instruction needs in assigned subject area specialties.

Collection Development & Management: Responsible for all aspects of collection management and development in assigned subject area specialties, including selection, location or relocation, deselection, evaluation and appraisal of print monographs and serials and electronic-format materials. 

Signature

_____________________________________
___________________________

Oliver Twist





Date

Signature of Review Initiator

_____________________________________
___________________________

Rose Maylie





Date

Signature of Department Head

_____________________________________
___________________________

Charles W. Brownlow




Date

Suggestions for drafting your SPR:

· (see Article 6 language)

· Keep language general and avoid assigning numeric values – e.g.,

· “Provides reference service at the reference desk and via ‘chat’ service.” 

· NOT “Staffs reference desk 4 hours per week and staffs ‘chat’ reference 2 hours per week.”

· Avoid vague phrasing such as “and other duties as assigned” – simply describe the concrete and defined responsibilities that currently fall within your primary job duties.

