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POSITION TITLE

ADMINISTRATIVE AIDE

ITEM NUMBER
1

DESKTOP COMPUTER, SCANNER, BARCODEREADER, RFID READER, PRINTER, CAMERA, LCD PROJECTOR

Executive / Managerial
Supervisors
Non-Supervisors

Staff :

| S

: eneral Public
Other Agencies
Others (Please Specify):

Otherls (Please Specify)

ing books, electronic resources, serials and other

rary materials, inclu

procurement of li
thelr avanlabnll _ and'acoessibil'

Oversees the acquisition and
v materials ensuring

to hbra users.

An Aoquusutlon and Senals Lubranan is responsible for acquiring and managmg library resources. HeIShe handles the
procurement, cataloging, and access of materials, ensuring the smooth functioning of the library’s collection and
subscriptions. She/he also manages the access of serial pubhcatlons such as journals, magazines, and newspapers in a
||brary :

BS of Library and Information | 5 years as School Librarian in Liceo del None Required

Verbo Divino, Inc., Tacloban City, Leyte |
11 months as Assistant Librarian in
Saint Jude College PHINMA Education,
Sampaloc Mamla

Rister Lirian

1 Exemplrfymg Integrity and Professronahsm demonstrates high standands of pmfesslona! behawour adhering to
ethical as well as moral principles, values, and standards of public office

2. Delivering Service Excellence - Comphes with VSU’s established standards of service delivery for customer 2
satisfaction

3. Communication Savy - Effectively delivers messages that simply focus on facts or information: 2
4. Interpersonal relationship management - Effectively communicates and interacts with colleagues, customers and 2
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5. Change Adaptation - Works effectively with a variety of people and situations and adapts one’s thmklng behaviour
and style appropriately in dealing with change.

6. Gender-responsive management - Promotes gender equality and women empowerment to address gender-

1. Administrative Services Manent— Develops programs a_d projects, and mbilizes_ and anages rurces,
both material and human, in order to fully achieve the set objectives and targets of the university in general and of the

VA Documents and Records Management— Apphesand adapts records management standards related to the cycle of
records in the university which are conducted to achieve adequate and proper documentation of government policies,
transactions and effective management of the university operations.

3, Facrhtatron Guides the exchange of information and ideas in an interactive session designed to meet deﬁned

. Process Management - Develops, formulates and reviews for enhancement processes, policies and procedures
which govern the execution of tasks, activities, or projects, in order to ensure work is accomplished and required

results are delivered effectively and efficiently; adopt measures to drive compliance; be proactive in responding to
opportunities for improving/streamlining based on experience, feedback, emerging technologies and new direction.

D Momtonng and Evaluatlon Gathers and analyzes the detalled status of the program in order to detennlne if its

Percentae of Working (tate the duties and responsibiliti here:

Time

30% 1.Supervises daily operations of the Serials Unit, such as:
a.managing the acquisition and subscription process for serial publications,
including evaluating, selecting, and ordering new subscriptions, as well as renewing
existing subscriptions;

b.ensuring accurate and consistent organization, and indexing of serials materials in
the library's catalog or integrated library system (ILS);

c.managing the physical and electronic access to serials, including receiving,
processing, and shelving new issues, as well as maintaining accurate records of
holdings and tracking missing or damaged issues;

d.overseeing the management of electronic serials, including licensing, access,.
troubleshooting electronic resource issues, and staying updated with emergrng
|technologies and trends in electronic publishing;

e.collaborating with the collection development team to assess the needs of library
users, evaluating the relevance and quality of serials publications, and making
recommendations for additions or cancellations based on usage and budgetary
consideration; and.

f.assisting library users with inquiries related to serials, providing guidance on
locating and accessing specific articles or issues, and offering reference services
related to serials holdings.

25% 2.Assists the Chief Librarian in managing the library's collection
development and acquisition processes, such as:

a.selecting, ordering, and receiving new materials, as well as managing the library's
budget for acquisitions;

b.conducting needs assessments, collection mappmg assessments, and identifying
gaps in the collection;

c.selecting and ordering new materials based on user needs and the library's
mission;

d.conducting market research on library materials to be purchased;

e.establishing and maintaining professional relationships with Procurement Office
staff, BAC Secretariat and Supply Office;

f.preparing the Project Procurement Plan and Purchase Request for library
materials; and

g.tracking the status of library materials with PR and PO by doing consant follow-up
with the Procurement, Supply, and other concerned offices

20% : 3.Provides library services on designated days within a flexible
. work schedule at a specific unit;

10% |4.Manages the Gift and Exchange services such as receiving,

5% 5.Conducts library instruction and orientation; and

10% 6.Performs other library operation tasks assigned by the chief

librarian and or immediate head.

| have received a copy of this position description. It has been discussed with me a
with the performance and behavior/conduct expectations contained herein.

Supervisor's Name, Date and Signature
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