
 
Sacramento Public Library Authority 

August 22, 2013  Agenda Item 13.0 Position Description Revision                                                                                                      
  Position Control Correction and Update 
 
 

TO: Sacramento Public Library Authority Board  
 
FROM: Rivkah K. Sass, Library Director 
 Rita M. Viviano, Human Resources Manager 
 
RE: Position Description Revision, Position Control Correction and Update 

 
RECOMMENDED ACTION(S): 
Adopt Resolution 13-37, approving the Library Authority’s Position Description Revision detailed in 
Attachment A, Corrected Position Control June 17, 2013, and update as set forth in Exhibits A and B. 
 
REASON FOR RECOMMENDATION 
Correction 
The Position Control listing presented and approved at the June 17, 2013, Authority Board meeting 
mistakenly indicated the total FTE number for the Technology Assistant positions.  The corrected listing 
shown in Exhibit B shows the appropriate FTE numbers for this classification. 
 
Position Description Revision 
The Human Resources Technician position description has been updated to reflect the need to focus on 
both the technology skills with various Human Resources systems as well as providing high level 
confidential administrative support. 
 
The revision to this description has no impact to the total FTEs. 
 
Position Control Update:  
Reclassify one (1) vacant 1.0 FTE Library Services Assistant to one (1) 1.0 FTE Technology Assistant.  This 
recommendation is in response to the high demand from Library patrons for technology assistance.  
 
FISCAL IMPACT 
There are no fiscal impact for these actions. 
 
ATTACHMENT(S): 
Resolution 13-37, approving the Library Authority’s Position Description Revision as set forth in Attachment 
A and Position Control Correction and Update as set forth in Exhibits A and B. 
 
Attachment A:  Human Resources Technician revised position description 
 



Item 13.0, Attachment A 

SACRAMENTO PUBLIC LIBRARY 
HR Technician 
Revised 8/22/2013 
 

     
            

Sacramento Public Library  
JOB DESCRIPTION 

 
 
Human Resources Technician 
Grade: 5 
FLSA Status: Non-Exempt 
Designation:  Unrepresented Confidential 
 
Department: Human Resources 
Date: August 22, 2013 
  
Job Summary: Provides high level and confidential administrative support to the Department Manager.   
Performs a wide variety of technical and analytical work to support various Human Resources functions,    
including the Human Resources Information System (HRIS).  Performs other related duties as assigned. 
 
Essential Functions: 
(Functions listed are intended only as illustrations of the various types of work performed. The omission of 
specific duties does not exclude them from the position if the work is similar, related or a logical assignment to 
the position.) 
 

1. Provides high level confidential administrative support to the Human Resources Manager, 
assisting the department manager in various Human Resources related tasks;  

2. Provides technical and analytical support to various Human Resources functions including but 
not limited to  classification and compensation,  recruitment/selection and benefits 
administration; 

3. Updates, maintains, and audits the Human Resources Information System (HRIS); reviews all 
HRIS download updates from the vendor and makes recommendations for full utilization of the 
software; provides technical support to staff as required; 

4. Researches, prepares, analyzes, maintains and presents  a variety of iterate and ad hoc reports 
such as overtime, leave usage, positions, and employee data; 

5. Streamlines, designs or revises format of forms, procedures, manuals, and guidelines; 
6. Assists and/or coordinates various Human Resources and/or Library programs; 
7. Assists with developing, coordinating and recommending changes for improvement of workflow 

in processes, programs, and projects; 
8. Maintains HR department webpage;  
9. Works collaboratively with managers and departments throughout the Library to assemble 

information for special projects, or to respond to requests by outside agencies;  
10. Maintains and audits personnel files; 
11. Develops and maintains positive relationships with other staff and members of the public;  
12. Keeps abreast of current administrative procedures by attending workshops, educational 

programs, and reading periodicals and specialized literature; recommends more efficient 
practices;  

13. Requires regular and punctual employee presence;  
14. Acts as a representative of Sacramento Public Library to the public; 



 
 

 
SACRAMENTO PUBLIC LIBRARY 
Human Resources Technician 
 

15. Attends meetings and events; participates in various committees when needed; and 
16. Performs other related duties as assigned. 
  

SACRAMENTO PUBLIC LIBRARY CORE COMPETENCIES 
 
All employees of Sacramento Public Library are evaluated on the following competencies: 

• Accountability 
• Communication 
• Customer Service Focus 
• Respect for Others 

 
Required Knowledge, Skills, and Abilities:   
The employee is expected to perform or possess the following: 
 
Knowledge of: 

1. Sacramento Public Library’s policies and procedures; 
2. General office processes, activities, methods and equipment; 
3. Proper English usage, spelling, grammar and punctuation; 
4. General knowledge of HR practices and principles and the ability to accurately interpret them to 

staff;  
5. Thorough knowledge of common productivity software including word processing, spreadsheet 

and file maintenance programs as well as online search and database tools and relevant HRIS 
systems.  

 
Skills and Abilities: 

1. Maintain strict confidentiality;  
2. Effectively and efficiently organize, track, and maintain personnel records and other relevant 

documentation;  
3. Communicate effectively, orally and in writing, with other staff members and members of the 

public;  
4. Establish and maintain effective working relationships with other staff and work as a team; 
5. Understand the customer’s needs and deliver services by focusing on the customer; 
6. Take initiative to ensure a positive and successful customer experience by contributing to 

finding solutions, regardless of assigned responsibility; 
7. Respond to customers and address customer complaints/problems in a timely, accurate, 

courteous, respectful and friendly manner; 
8. Possess attention to detail and follow through on tasks effectively and efficiently; 
9. Establish priorities and organize workload effectively and efficiently while paying attention to 

detail and accuracy, and complete assignments within a dynamic and fast-paced environment;  
10. Maintain a pleasant and productive working atmosphere; 
11. Work with minimal supervision; and 
12. Keep relevant parties informed of all major issues and to recommend changes as appropriate. 
13. Operating relevant computer systems, including hardware and software, and office machines. 

 
Education and Experience:  

1. Four or more years responsible clerical/administrative experience including a minimum of 2 
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Human Resources Technician 
 

years experience performing complex and difficult administrative duties; or 
2. Equivalent technical training, education, and/or experience. 

  
 
Physical and Environmental Conditions:  
Work occurs in a normal office environment with acceptable lighting, temperature and air conditions. 
Sitting for extended periods of time viewing a computer monitor and detailed data. Requires repetitive 
motion in the operation of a computer.  
 
Work environment involves everyday risks or discomforts which require normal safety precautions 
typical of such places as offices, libraries, and meeting and training rooms, e.g., use of safe work place 
practices with office equipment, avoidance of trips and falls and observance of fire and building safety 
regulations.  
 
  
 
The above job description is not intended as, nor should it be construed as, exhaustive of all 
responsibilities, skills, efforts, or working conditions associated with this job.   
 
Reasonable accommodation may be made to enable qualified individuals with disabilities to perform the 
essential functions of this job. 
  
 
 
 
 
 
___________________________   __________________________ 
Employee Signature     Date 
 
 



 
Sacramento Public Library Authority 

 
 
 

RESOLUTION NO. 13-37 
 
Adopted by the Governing Board of the Sacramento Public Library Authority on the date of: 
 

August 22, 2013 
 

A RESOLUTION APPROVING THE LIBRARY AUTHORITY’S POSITION DESCRIPTION REVISION  
AND POSITION CONTROL CORRECTION UPDATE AS SET FORTH IN ATTACHMENT A AND 

EXHIBITS A AND B. 
 
 

BE IT HEREBY RESOLVED BY THE GOVERNING BOARD OF THE SACRAMENTO PUBLIC LIBRARY AUTHORITY AS 
FOLLOWS: 
           
1. Approve the Human Resources Technician position description as set forth in Attachment A. 
2. Approve the Position Control Correction June 17, 2013, as set forth in Exhibit A.  
3. Approve the Position Control Update August 22, 2013, as set forth in Exhibit B. 
 
  

 
 
 
 
 
 
___________________________________ 
Phil Serna, Chair 
Angelique Ashby, Vice Chair 
 
 
 

ATTEST: 
Rivkah K. Sass, Secretary 
 
 
 
 
By:              
  Linda Beymer, Assistant Secretary 
 
 
ATTACHMENT(S): 
Exhibit A:  Position Control Correction 
Exhibit B:  Position Control Update 



  

PROPOSED FY 2013-14 POSITION CONTROL -June 17, 2013

FY 2012-13 FY 2013-14
Approved Proposed

May 23, 2013 June 17, 2013

Accounting Specialist 2 2
Administrative Assistant 2 2
Administrative Analyst 1 1
Administrative Technician 1 1
Accountant/Budget Analyst 1 1
Building Maintenance Worker 2 2
Capital Projects Manager 1 1
Circulation Supervisor 16 16
Collection Management Services Manager 1 1
Community Services Manager 1 1
Custodial and Logistics Supervisor 1 1
Custodian 10.5 10.5
Deputy Library Director 1 1
Director of Facilities 1 1
Events Coordinator 0.5 0.5
Field Custodial Supervisor 1 1
Finance Manager 1 1
General Services Worker 5.5 5.5
Human Resources Analyst 2 2
Human Resources Manager 1 1
Human Resources Technician 1 1
Information Technology Manager 1 1
Information Technology Supervisor 2 2
Information Technology Technician 1 1
Librarian 41.5 41.5
Library Associate 3 3
Library Communications Analyst 1 1
Library Director 1 1
Library Program Specialist 1 1
Library Services Assistant 89.5 88.5 -1
Library Services Specialist 1 1
Library Supervisor I 14 14
Library Supervisor II 10 10
Library Supervisor III 13 13
Library Technician 3 3
Literacy and Homework Center Supervisor 1 1
Materials Handler 1 1
Procurement-Contract Coordinator 1 1
Public Information Coordinator 1 1
Public Services Manager 3 3
Safety/Security Coordinator 1 1
Senior Accounts Payable Technician 1 1
Senior Information Technology Analyst 2 2
Senior Information Technology Technician 2 2
Senior Payroll Technician 1 1
Special Projects and Remodeling Coordinator 1 1
Technology Assistant 8.5 9 0.5
Visual Communications Specialist 1 1

260.0 259.5
*FTEs are fulltime equivalent positions, equating parttime positions into fraction of a fulltime position

lbeymer
Typewritten Text
Item 13.0, Exhibit A



PROPOSED FY 2013-14 POSITION CONTROL 

FY 2012-13 FY 2013-14
Approved Proposed

June 17, 2013 August 22, 2013

Accounting Specialist 2 2
Administrative Assistant 2 2
Administrative Analyst 1 1
Administrative Technician 1 1
Accountant/Budget Analyst 1 1
Building Maintenance Worker 2 2
Capital Projects Manager 1 1
Circulation Supervisor 16 16
Collection Management Services Manager 1 1
Community Services Manager 1 1
Custodial and Logistics Supervisor 1 1
Custodian 10.5 10.5
Deputy Library Director 1 1
Director of Facilities 1 1
Events Coordinator 0.5 0.5
Field Custodial Supervisor 1 1
Finance Manager 1 1
General Services Worker 5.5 5.5
Human Resources Analyst 2 2
Human Resources Manager 1 1
Human Resources Technician 1 1
Information Technology Manager 1 1
Information Technology Supervisor 2 2
Information Technology Technician 1 1
Librarian 41.5 41.5
Library Associate 3 3
Library Communications Analyst 1 1
Library Director 1 1
Library Program Specialist 1 1
Library Services Assistant 88.5 87.5 -1
Library Services Specialist 1 1
Library Supervisor I 14 14
Library Supervisor II 10 10
Library Supervisor III 13 13
Library Technician 3 3
Literacy and Homework Center Supervisor 1 1
Materials Handler 1 1
Procurement-Contract Coordinator 1 1
Public Information Coordinator 1 1
Public Services Manager 3 3
Safety/Security Coordinator 1 1
Senior Accounts Payable Technician 1 1
Senior Information Technology Analyst 2 2
Senior Information Technology Technician 2 2
Senior Payroll Technician 1 1
Special Projects and Remodeling Coordinator 1 1
Technology Assistant 9 10 1
Visual Communications Specialist 1 1

259.5 259.5
*FTEs are fulltime equivalent positions, equating parttime positions into fraction of a fulltime position

Item 13.0, Exhibit B
SACRAMENTO PUBLIC LIBRARY AUTHORITY

POSITION CONTROL REPORT
August 22, 2013
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