[image: image1.png]STATR

N\ Wastingtorn
% Secretary of State

SAM REED




      



READER’S ADVISOR
Washington Talking Book and Braille Library

Direct Employment Opportunity


Recruitment Number:  12 WTBBL LAPP4 0696
Classification: Library & Archives Paraprofessional 4 (262L)

Status: Full-Time, Permanent
Location:  Seattle, WA
Salary: $2520 to $3276 per month (Range 39)

Posting Date:  November 15, 2012
Closing Date:  December 6, 2012
This recruitment will be used to fill this position only.  Applications will be reviewed upon receipt.  The hiring authority reserves the right and may exercise the option to make a hiring decision at any time.  It will be to the applicant’s advantage to submit materials as soon as possible. 


AGENCY PROFILE
Headed by an elected state official, the Office of the Secretary of State is responsible for administering elections within the state, registering corporations and charities that do business within the state, collecting and preserving the records of governmental bodies within the state, and maintaining the Washington State Library.  The agency also administers the Address Confidentiality Program, the Legacy Program and the Combine Fund Drive.  Visit our website at:  www.sos.wa.gov.

There is one opening at the Washington Talking Book and Braille Library (WTBBL) in downtown Seattle.

LIBRARY DIVISION MISSION
The mission of the Washington State Library is to make available information on the state of Washington, to provide access to state and federal government publications, to provide support for local libraries, and to offer library services to the institutionalized and the visually impaired.
WASHINGTON TALKING BOOK AND BRAILLE LIBRARY MISSION

Washington Talking Book & Braille Library (WTBBL) is a statewide service and a regional library of the National Library Services for the Blind and Physically Handicapped (NLS) network of the Library of Congress.  WTBBL provides NLS and locally-produced books and materials in alternative reading formats including digital audio, Braille, web Braille, and large print to the state’s blind, deaf-blind, visually impaired, physically disabled, and learning disabled communities from birth to death.  WTBBL endeavors to build community and provide equal access to information and reading materials for Washington residents unable to read standard print.

POSITION SUMMARY
The majority of time is spent providing customer service to all WTBBL patrons by telephone, in-person, electronic mail, the Internet, and U.S. mail.  Ensures patron accounts are working correctly, and makes any changes needed to improve service.  This position assists with collection development and maintenance, recommending quantities for new titles, and weeding of older books. Also catalogs new books, assigning subject codes which will circulate books to readers interested in that type of material. Serves as WTBBL specialist on assistive technology devices in patron and library information services and operations; may act as an assistive technology resource for Program and Agency.
Under the direction of a professional librarian, performs complex technical library tasks using application of specialized knowledge and skills such as knowledge of literature, cataloging and classification principles, and assists both internal and external customers with ready reference services. 

REQUIRED QUALIFICATIONS
· Bachelor's degree in an area of study such as English, informatics, computer science, social work, psychology, or a related field

· One year of customer service experience responding to requests and inquiries, and resolving problems in-person and by telephone

· One year of experience with using assistive technology including experience advising others regarding the use or compatibility of assistive technology devices, such as screen reader, and experience training and troubleshooting assistive technology remotely

· Willingness to work with blind, visually impaired, deaf/blind, physically disabled, and/or learning/reading disabled patrons
Note: all experience is calculated as full-time, 40 hours per week or equivalent.  Education and experience may be gained concurrently.
DESIRABLE QUALIFICATIONS

· Six months of experience working in a library setting engaging in patron interactions, collections knowledge, and the use of library and information services, particularly library catalogs and databases.

· Demonstrated history of personal reading through book talking, book clubs, reviews, etc.
COMPENSATION

$2520 - $3276 per month, depending on qualifications.  Washington State offers a full benefits package that includes health, life, and long term disability insurance; paid vacation, sick, and military leave; optional credit unions, savings bonds, and deferred compensation plans; eleven paid holidays; and a public employees’ retirement plan.
Note:  The salary listed above includes a legislatively mandated 3% reduction thru June 29, 2013.
APPLICATION PROCESS

To be considered for this position, please submit the follow information:

1. A letter of interest describing how your experience and qualifications relate to the position summary and required and desirable qualifications

2. A completed employment application form, available at: http://www.sos.wa.gov/office/docs/OSOSEmploymentApplication.doc
3. A current resume and three professional references with contact information, including a statement from you granting permission to contact your references

4. Voluntary completion of the applicant profile data form is appreciated.  This form is available at: http://www.sos.wa.gov/office/docs/ApplicantProfileDataForm.doc
Submit all application materials electronically to: recruitment@sos.wa.gov, indicating Recruitment #12 LIB WTBBL LAPP4 0696 in the subject line.  Electronic submission (e-mail) is preferred & original signatures are not required.  Alternatively, you may submit your materials via US Mail to: Office of the Secretary of State, Recruitment, PO Box 40227, Olympia, WA 98504, or fax to: (360) 236-5075.  For questions, contact the recruiter by phone at (360) 236-5073, or by email at Recruitment@sos.wa.gov 
The act of submitting application materials is considered affirmation that the information provided is complete and truthful.  You understand that the state may verify information and that untruthful or misleading information is cause for removal from applicant pool or dismissal if employed.

The Office of the Secretary of State is an equal opportunity employer (EOE).  We do not discriminate on the basis of race, color, national origin, creed, sex, sexual orientation, disability, familial status, marital status, and age.  All interested candidates are encouraged to apply.  Persons of disability needing assistance in the application process, or those needing this announcement in alternative format, should call (360) 236-5073.
