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Las Vegas-Clark County

FREE TO BE
JOB DESCRIPTION - LAS VEGAS-CLARK COUNTY LIBRARY DISTRICT

JOB TITLE: Correctional Library Assistant
EXEMPTION STATUS: Non-Exempt

JOB CATEGORY: Service Workers
BARGAINING UNIT: Non-Supervisor

GENERAL SUMMARY:

Under general supervision from the Correctional Institution Library Manager at the Las Vegas-
Clark County Library District (Library District), performs a variety of library support work in a
correctional facility library. Assists inmates in accessing library and legal reference materials,
maintains library collections and records, supports library operations, and ensures compliance
with institutional policies and procedures.

ESSENTIAL DUTIES AND RESPONSIBILITIES:

Essential Duties & Responsibilities of Library Aide Il plus:

1. Assists inmates with locating, selecting, and accessing library and legal reference
materials.

2. Assists with locating, retrieving, copying, and distributing legal reference materials and
updates legal resources and manuals as required.

3. Receives, processes, shelves, and organizes new and existing library materials
according to established classification and filing systems.

4. Performs routine shelf-reading and collection maintenance activities to ensure the
accuracy, condition, and accessibility of library materials.

5. Reviews inmate requests and required forms for copies and library services to ensure
completeness and compliance with established procedures.

6. Maintains, files, and updates records, reports, logs, and documentation related to library
operations and services.

7. Exercises sound judgment in applying library procedures, maintaining records, and
responding to routine inmate requests.

8. Maintains accurate organization of library collections and assists with inventory control,
collection maintenance, and material replacement activities.

9. Communicates effectively with inmates, correctional staff and management, district-wide
personnel and management, and external agencies regarding library services and
operations.
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10. Assists in monitoring inmate use of library resources and adherence to facility rules,
policies, and procedures.

11. Compiles routine statistics and assists in the preparation of reports related to library
services and operations.

12. Performs other duties as assigned.

CORE COMPTENCIES:

Competencies of Library Aide Il plus:
e Customer Service in a Correctional Environment
o Legal Reference Support

e Information Organization and Records Maintenance

KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:
e EDUCATION:

Required: High School Diploma, General Equivalency Diploma (GED), or equivalent.

Preferred: Bachelor's Degree in Liberal Arts, Library Science, Criminal Justice, or
related field.

e EXPERIENCE:
Required: Six (6) months’ customer service experience.

Preferred: Six (6) months’ experience providing library, records management,
educational support, or clerical services in a library, academic, governmental, or
correctional setting.

e LICENSE AND CERTIFICATION:
Required: N/A
Preferred: N/A

o PHYSICAL REQUIREMENTS: Essential and marginal functions may require frequent
standing and walking, frequent lifting and carrying objects of and moderate weight (12 -
20 pounds) and occasional heavy weight (30 — 50 pounds); pushing loaded, wheeled
book carts of very heavy weight from one building to another; frequent bending,
stooping, reaching, and pushing; minimal dexterity in the use of fingers, limbs, or body in
the operation of office equipment; utilizing a keyboard, and sitting or standing for
extended periods of time.

ADDITIONAL KNOWLEDGE, SKILLS, & ABILITIES:
KSAs of Library Aide Il plus:

¢ Knowledge of current literature, trends, and developments, especially those pertaining to
reference, reader’s advisory, and periodical services for the assigned department.

¢ Knowledge of basic public library principles, practices, and techniques.
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o Knowledge of automated library systems, online tools and resources, and the internet.

¢ Knowledge of legal reference resources and procedures for maintaining and updating
legal materials.

o Knowledge of basic accounting principles and methods.
e Ability to work in a detention facility or “lock-down” environment

¢ Ability to perform intermediate search queries using online databases, legal resources,
and electronic research tools.

¢ Ability to communicate effectively with inmates, staff, management, and external
agencies.

o Ability to exercise tact, discretion, and sound judgment when handling sensitive or
confidential information.

o Ability to establish and maintain effective working relationships with inmates, coworkers,
and facility personnel.

o Ability to follow written and verbal instructions and apply established policies and
procedures consistently.

DEVELOPED: July 1, 1995

UPDATED: September 16, 2026

Library District Administrative Offices | 7060 W. Windmill Ln., Las Vegas, NV 89113 | TheLibraryDistrict.org | 702.734.READ



