
 

 

 
JOB DESCRIPTION – LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT  

 
JOB TITLE: Support Services Assistant II 
 
EXEMPTION STATUS: Non-Exempt 
 
JOB CATEGORY: Administrative Support Workers 
 
BARGAINING UNIT: Non-Supervisor 
 
GENERAL SUMMARY: 

Under general supervision from the Senior Cataloger or Acquisitions Librarian, performs 
technical and/or clerical work at the Las Vegas-Clark County Library District (Library District) for 
the Collection and Bibliographic Services (CBS) Department in the Processing, Cataloging or 
Acquisitions areas.  Receives technical supervision from Support Services Assistant III.   
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 

1. Performs clerical functions in the processing and maintenance of library materials. 

2. Applies labels, barcodes, stamps, covers, sleeves, book jackets, security targets, etc., to 
all types of library materials. Repackages materials into security cases and enables 
security devices. 

3. Performs data entry tasks such as scanning and printing of cover graphics, in the 
processing of all items being prepared for circulation within the Library District. 

4. Performs copy cataloging of fictional titles, doing minor editing to reflect internal 
standards. Updates and corrects data in on-line system and produces necessary 
corrected labels; performs data entry into online catalog. 

5. Enters ordering information online; prepares and sends purchase orders for library 
materials or supplies.  Packs outgoing materials; unpacks new materials received from 
vendors and shipments from Library District libraries. 

6. Verifies invoices for payment; maintains integrated library system (ILS) fund accounting, 
prepares purchase orders, collects invoices into digital format for submission to Financial 
Services for payment. 

7. Maintains contact with vendor accounts to place orders, file claims for damaged products, 
and secure copies of invoices.  

8. Performs record maintenance tasks such as recording statistics of work performed. 

9. Assists with the training of new staff, checking for accuracy in appropriate phases of 
workflow. 

10.  Performs other duties as assigned. 



 

 

CORE COMPETENCIES: 

• Microsoft Office 365 

• Automated Library Information Systems 

• Record-Keeping  

• Customer Service 

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED: 

• EDUCATION:  

Required: High school diploma, GED, or equivalent. 

Preferred: N/A 

• EXPERIENCE:  

Required: One (1) year related work experience. 

Preferred: N/A 

• License or Certification:  

Required: Possess, or have the ability to obtain, a valid Nevada Driver’s License at the 
time of hire. 

Preferred: N/A 

• PHYSICAL REQUIREMENTS: Essential and marginal functions may require frequent 
standing and walking; lifting, moving, and carrying objects of heavy weight (30 - 60 
pounds); occasional lifting, moving, and carrying objects of very heavy weight (60 - 100 
pounds); frequent bending, stooping, reaching, and pushing; and minimal dexterity in the 
use of fingers, limbs, or body in the operation of office equipment; utilizing a keyboard, 
and standing, or sitting for extended periods of time. May require occasional use of pallet 
jack. 

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES: 

• Knowledge of standardized library materials, processing methods, and procedures. 

• Knowledge of Library District and Department policies, procedures, terminology, and 
functions. 

• Skilled in reading numbers and letters rapidly and accurately. 

• Ability to concentrate for extended periods of time. 

• Ability to work independently and make appropriate decisions. 

• Ability to understand and follow oral and written instructions. 

• Ability to communicate clearly and concisely both orally and in writing. 

DEVELOPED:   July 1, 1995 
 
UPDATED:  September 11, 2026 


