SKI LLS AND KNOALEDGE FOR SUPERVI SORS
Li brary Assistant 111 and Above

MANAGERI AL SKI LLS

1. Wr ki ng know edge of UCSD and Library personnel policies and
procedures for staff and students to hire, supervise, wite
per f ormance eval uati ons, and handl e di sci plinary action.

2. Wr ki ng knowl edge of the University of California Personnel

Policies for Staff Menbers manual .

3. Wr ki ng know edge of the UC and AFSCME agreenents to insure
and facilitate legal and fair supervisory practices within
the unit.

4, Det ai | ed knowl edge of Library Assistant series concepts and
UCSD gui del i nes for inplenentation of them

5. Wr ki ng knowl edge of supervisory techniques and theories
sufficient to supervise staff and students effectively.

6. Skill in interview ng and determning the qualifications of
candi dates during the recruitnment and sel ection process for
library assistants and student assistants.

7. Ability to train, instruct, assess training needs, and
provi de necessary training sessions and naterials as
appropri ate.

8. Ability to notivate staff by directing themtowards
appropriate goals and objectives and by encouragi ng
i ndi vi dual devel opnment of skills and interests.

9. Ability to set standards and to clearly comruni cate them
orally and in witing.

10. Ability to analyze career and casual staff positions and
identify functions and tasks and the skills and know edge
required to performthem

11. Ability to wite detailed, accurate job descriptions.

12. Ability to nonitor and eval uate the work of others and
provi de effective feedback.

13. Ability to wite clear, concise, and objective perfornance
evaluations and nerit reviews of enpl oyees.

14. Skill in appraising, organizing, and prioritizing the
wor kl oad of the unit to neet the needs of the departnent
whi |l e mai ntai ning high standards for quality and quantity of
pr oduct i on.
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Skill in evaluating the work of the unit and enpl oyee d uties

in order to assign responsibility to appropriate staff
effectively and within classification.

Ability to formul ate procedures and clearly comuni cate t hem
orally and in witing.

Ability to admnister policies and procedures.

Skill in analyzing existing policies and workflows to nmake
recommendati ons for changes or inprovenent, or to correct
any probl ens which may exist.

Vel | devel oped interpersonal skills including tact,

di pl omacy, and flexibility in order to work with a variety
of individuals in differing roles and in a variety of

si tuations.

Skill at devel opi ng and nai ntai ning a cooperative work
environnment for staff by relating positively and clearly to
t hose supervised; by interacting cooperatively wth those
supervi sed and ot hers; and by being avail abl e and responsi ve
to concerns, problens and questions.

Skills in negotiating and exchangi ng i deas and i nfornmati on
with others to formul ate appropriate policies and prograns.

Wr ki ng k nowl edge of the departnental organization and
individual staff responsibilities within the Catal og
Depart nent .

Wr ki ng knowl edge of procedures followed in other Catal og
Departmment units as they relate to one's own unit.

Famliarity with the organi zation and staff responsibilities
of other Library departnments as they relate to the Catal og
Depart nent .

Ability to communi cate and coordi nate workfl ow and
procedures with other units and departnents in the Central
Li brary and branches.

Time man agenent skills sufficient to nmanage mul tipl e and/ or
di verse responsi bilities concurrently, including organizing
work, setting and maintaining priorities, meeting deadlines,
and neeting quality and quantity standards.

Ability to consistently performunder the pressure of a
heavy workl oad, frequent interruptions, and with [imted
space, budget, and personnel.

Ability to denonstrate creativity and initiative in
identifying and respondi ng to probl ens.



29. Ability to manage space, equi pnent, and nater ial resources.

30. Ability to effectively plan, prepare, and nonitor GA budgets
for ongoing operations as well as special projects.

31. Ability to communicate clearly in witing and to conpose
reports, business correspondence, letters of recomrendati on,
i n-house nenos and ot her docunments as necessary.

32. Skill in accurately recording, conpiling, and anal yzi ng
statistical data sufficient to prepare statistical reports
for budget requests, annual reports, workload and workfl ow
anal yses, or other special reports as necessary.

33. Ability to scan witten material and extract pertinent
i nformation.

34. Ability to organi ze docunent ati on

35. Working know edge of UCSD Libraries Student Handbook and the
Cat al og Departnent Student Qi entati on Handbook
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