
 

 
Library Technical Operations Specialist II 
#00838 
City of Virginia Beach – Job Description 
Date of Last Revision: 10-07-2021 

FLSA Status:  Non-Exempt Pay Plan:  General Grade:  15 
 
City of Virginia Beach Organizational Mission & Values 
The City of Virginia Beach exists to enhance the economic, educational, social and physical quality of the 
community and provide sustainable municipal services which are valued by its citizens. The City of 
Virginia Beach organization is based upon a belief in the democratic process of government. This belief 
provides meaningful ways for citizens, reflecting the diversity of our City, to contribute to the development 
of public policy. This process is enhanced by organizational values which guide member performance 
within the Virginia Beach Quality Service System. These Values define our desired organizational culture.  
We value quality customer service; teamwork; leadership and learning; integrity; commitment; and 
inclusion and diversity. 
 
Class Summary 
Perform complex technical library duties in the acquisition, processing, distribution, cataloging and 
classification of library materials; and develop and maintain the library's bibliographic database.  
 
Representative Work Functions and Responsibilities 
Use critical thinking skills in importing bibliographic records for library materials in a variety of formats to 
produce a local catalog record that complies with national standards; catalog materials using OCLC 
bibliographic records for use in Virginia Beach Public Library's (VBPL's) database; catalog library 
materials in a range of formats for access by the public as quickly as possible; and correct problems with 
bibliographic records to maintain accuracy in the VBPL database. 
 
Place orders for VBPL's subscriptions and maintain records of receipt to provide central system control 
over periodical and continuation subscriptions by utilizing several complex database applications; input 
periodicals/serials bibliographic records into VBPL's automated systems to ensure consistency and 
compliance with network standards;  place orders for VBPL's materials in a range of formats; manage 
customer and staff requests and holds on new materials;  and maintain records of receipt to provide 
central system control.  
 
Develop and maintain relationships with vendors as assigned and indicated to assure efficient and 
accurate receipt of materials; monitor accounts and advise supervisors of status; research source and 
price of library materials; identify and resolve problems relating to the collection by utilizing several 
complex database applications. 
 
Perform other job duties requiring skills, knowledge and physical requirements as demanded by those 
duties described or less. Individual assignments will be determined by the supervisor based on then 
current workloads and department needs. 
 
Performance Standards 
Prepare bibliographic records for input to the VBPL's database while ensuring compliance with MARC II 
communications format, Anglo-American Cataloging Rules, Dewey decimal classification, RDA, and 
VBPL's established cataloging procedures; and accurately maintain complex records of subscription 
orders, customer records and fund disbursements.  
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Minimum Qualifications 
Requires any combination of education (above the high school level) and/or experience equivalent to four 
(4) years in a library related field, including experience with advanced computer applications and 
operations. 

 
Special Requirements 
All employees may be expected to work hours in excess of their normally scheduled hours in response to 
short-term department needs and/or City-wide emergencies. 
 
Must be able to lift 50 pounds and push carts weighing up to 500 pounds.  
 
Knowledge-Skills-Abilities Required to Perform Satisfactorily 
A. Knowledge 

1. Knowledge of library cataloging or acquisition procedures. 
2. Knowledge of national cataloging rules and standards. 

B. Skills 
1. Skill in the use of library automated systems. 
2. Skill in utilizing databases and complex spreadsheet applications. 
3. Skill in communicating with colleagues for process improvement and resolution of issues. 

C. Abilities 
1. Ability to produce high output under stressful environmental conditions. 
2. Ability to maintain bibliographic records utilizing computer systems. 
3. Ability to file using alpha-numeric filing systems. 
4. Ability to organize work. 
5. Ability to communicate technical data both orally and in writing. 
6. Ability to maintain subscription records utilizing computer systems. 
7. Ability to manually move books and other materials from one location to another. 
8. Ability to withstand extended amounts of time in close tedious work on computer terminals. 

 
Working Conditions 
Working conditions are intended to provide a general overview of the environmental conditions inherent 
in the job setting, as well as the physical, mental, and sensory requirements necessary to perform the 
essential functions of positions in the noted job title. A more detailed description will be made available 
at the position (PCN) level both internally and externally with all posted open positions.  
 
NOTE: Per HR Policy 6.19, Americans with Disabilities, the City follows the requirements of the 
Americans with Disabilities Act (ADA) in all hiring and employment decisions.  The City shall not 
discriminate on the basis of disability in its hiring and employment practices.  The City shall make 
reasonable accommodations for the known physical or mental limitations of a qualified applicant or 
employee with a disability upon request unless the accommodation would cause an undue hardship on 
the operation of the City’s business. 
 

 

Physical Requirements: Physical refers to the requirement for physical exertion and coordination of 
limb and body movement. 
Requires light work that involves walking or standing some of the time, stooping, lifting, pushing and 
raising objects which also involves exerting up to 40 pounds of force on a regular and recurring basis 
and routine keyboard operations. 
 
Mental Requirements: Mental refers to the degree that the job involves cognitive activities, and use of 
mental processes 
Performs specialized technical work requiring general understanding of operating policies and 
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procedures and their application to problems not previously encountered; applies specialized technical 
principles and practices or uses a wide range of administrative methods in the solution of problems; 
requires normal attention with short periods of concentration for accurate results and occasional 
exposure to unusual pressure. 
 
Environmental Conditions: Environmental refers to job conditions inherent to the job setting, 
including those that may lead to injury or health hazards even though precautions have been taken. 
The job involves a risk of limited to no exposure to any environmental hazards.  Bookmobile positions 
may risk exposure to bright/dim light, dusts and pollen, extreme heat and/or cold, wet or humid 
conditions, extreme noise levels, animals/wildlife, fumes and/or noxious odors, traffic, moving 
machinery. 
 
Sensory Requirements: Sensory refers to hearing, sight, touch, taste, and smell required by the job. 
This job requires normal visual acuity, depth perception, field of vision, hearing, speaking, color 
perception and sense of smell. 
 

 
 


