
JOB OPPORTUNITIES 
Technical Services Assistant 

Library Services 
 

 
Posted April 24, 2018 
The Technical Services Assistant provides support for the Technical Services Department as well as general 
clerical support for the Library. This includes copy cataloging, invoicing and billing, acquisitions, and preparing 
and maintaining materials for circulation. This may also include preparing and managing statistical reports, 
purchasing and tracking supplies, making hotel and travel arrangements, and other departmental support 
functions. As a team, we pride ourselves on supporting one another in pursuit of our goal of providing 
outstanding library services and resources to our campus community.   
 
Responsibilities:  

• Performs copy cataloging in consultation with the Head of Technical Services. 
• Places orders for materials. 
• Performs serial check-ins and claims; contacts vendors regularly to ensure timely receipt of overdue 

serials. 
• Performs data entry and processing using the library ILS, OCLC, and INNOPAC. 
• Engages with faculty, students, staff, vendors, and others in a professional manner that enhances the 

image of the Library and the University. 
 
Qualifications: 

• Bachelor’s Degree OR; a high school diploma or G.E.D. AND a minimum of two years’ experience in a 
library technical services department. 

• At least two years’ experience in a library technical service department preferred. 
• Experience with the purchasing process, including placing orders, tracking invoices, and managing 

vendor relationships preferred. 
 

Capital University is committed to increasing the diversity of the Capital community and curriculum. This 
commitment includes Capital’s dedication to the development of faculty and staff who are committed to inclusive 
practices in teaching, learning, working and all other campus and community interactions. Candidates who can 
contribute to that goal are particularly encouraged to apply.  
 
Hourly range begins at: $14.21; 37.5 hours per week Monday-Friday (full-time). 
 
Capital University offers a rich benefits package that includes medical, dental, vision, retirement, family 
education benefits, short-term and long-term disability, life insurance and free parking. 
 

Interested applicants should email a cover letter and resume to: 
         libraryjobs@capital.edu 

Please use “Technical Services Assistant” as the subject line of the email. 
 

Applications will be accepted until May 28, 2018. 
 
 

For more information on Capital University, visit our website at www.capital.edu.   
 

Capital University is an equal opportunity employer, and supports a diverse and inclusive campus community. 
Capital University does not discriminate on the basis of race, color, national or ethnic origin, sexual orientation, 
religion, sex, gender, age, disability, veteran status, or other characteristics protected by the law. 
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