
&$-21�1�
-2



&855,&8/$5�0$7(5,$/6�6(59,&(6�$66,67$17���&RQWLQXHG 3DJH � RI �

timelines; prepare, distribute and respond to a variety of correspondence.

Input, update and modify a variety of data related to instructional support materials and learning resources
into an assigned computer system; establish and maintain automated records and files; initiate queries and
generate computerized reports; verify accuracy and completeness of input and output data.

Monitor inventory levels of instructional support materials; assist in ordering, receiving, and maintaining
adequate inventory levels of materials and resources; assist in

am뒀 aso rn 뒀

ivels

tena and
su aco�耀

n of
inttructionals terials

mnd

resourcesan urdeng
to

m ab�　 mnd

a d and

o�耀 sր ertr;

aomp rӀ n tes昀 i昀 tab�　 �　i�ကd rinsac llebli cnventoryou�　i ter�쀀 e.

�O �� ��`

�, �R �P�S�U�À�Q�W�H

i昀 i昀 ttrib�瀀mab�　 �　昀ins昀 �က d rр rieր r昀 ր tphe an necesro٢ vୈ e뒀 dinv ryteon mnd
aesou
n n�怀 i rtou�耀 com cri t

M ratelriety

a

sր �　 �　nasրenolrnvsҀ ng ld�  m etisin噧 ie뒀 es d�  mputeridum ٧ Ӱ neҀ ng

mate뒀 es

ind rssigned
�  u �쀀 re,

t

esр reand

aaintainra rietya tishhecordsnda portsselated io anttructional
aupport

i terialsq sҀ rifrt昀 ր eriՠr terialsnventory昀 �耀 sր ertr;昀 n晧 nd an ioin�쀀 as;mssistd�ကm so rn 뒀 ng and
aԠ �耀 sр reng,
u�耀 rito ryer昀 �က d r sр eb�怀 r l oi tasie.

�0 �R �P�D�L�W�D�D�E��0 �D�H�O�€�U�H�€�Q�J

asoraր eriՠa terials

ind

esources; m �耀 sр res lҀ nerateo d

iҀ n�瀀 ributeotր �쀀 aes

MelҀ reҀ ng
ueriՠr terialso d r sources;ssoes r

t

e뒀 d s

nd rsiatѰn yry�耀 de뒀 i o�耀 sӀ n 昀 ouy ntta ct�䀀 ఄ耀 al�쀀 ss rc恕 s
io mt iolrcelaup�쀀 r昀 d

m �耀 fdia aupport iҐinttructionar
iupport

r terialscsiӀ ng esources;�က d
ais �䀀 ty
o�  aes;sso�耀 sր en�耀 lҀ
a

port

iu 뒀 ٧ sed�쀀 s �䀀 tys anto icece seona昀 intanends a �耀 fs;sհ d�က da n�瀀 ributeon iҐm nୈ ր m ٧ 昀 �က d
inttructionar i terials

riyry

icssig�　n teonalated r asd�က v signedd�쀀 rr up�쀀 ng o� ad �　nasհd�ကdv �　disҀ d�쀀 pdionang dfo� 
M昀 �耀 i d
eo d r n�瀀rib�耀i�ကvsҀ ngr rie rso rd aryr eae倀a�怀

i䀀 ⠅怀 ❧ Ⰵ怀 Ⰵ怀 Ⰵ怀M ri nerat
�耀 �က io s;Ԡ �耀 fs so d a d뒀ր er

a ve ٧ r

a
a 뒀

o ece seon iҐinttructional
iupportM terials

mv sҀ ng v ct r oand aրinu�耀
iupport
�耀 iab�耀 Ѡ sa 뒀 g�怀 t

d�က d
o�耀 ppo c l ot

M tѰ
 cseoer昀 nd r rie rsou�쀀 뒀 i csiӀ ngr soր rcess

i sg�怀cypd
iona昀 nlrateona昀 nd r intanendson հ ao�ကa ct�䀀 ఄ耀 al뒀ր erto d rreouer昀 d

Mo mad
ir Ѱiss뒀 i �怀 iҀ n n�䀀 t ta lriisհcհ aఄ耀 a nd oe 倀

M

f

rar re뒀 怃 ou trր �耀 gr terialso d r pp ఄ耀 ss
M
ր �耀 r昀Ӱ ngrnd r sԠ rto�耀 sӰ riteonac d뒀 ers

i od r e٧d
o�怀 ր  dcteonao�  ii쁈 an�瀀raouar i ii�怀 ngr t i riasѰs nd r rcs s rai a �耀 �oriiasѰsd�က ial 昀 쁈 irces;d�က adir Ѱ�က c Ѱi no mѰsd�က��က ci sdo is na昀a



&855,&8/$5�0$7(5,$/6�6(59,&(6�$66,67$17���&RQWLQXHG 3DJH � RI �

ABILITY TO:
Perform a variety of activities involved in the circulation, distribution, receipt, and processing of
instructional support materials and learning resources.
Reserve, issue, and distribute instructional support materials in response to staff and faculty needs and
requests.
Assist faculty and staff in the location of instructional support materials.
Pull, prepare, sort, and organize materials and resources for delivery according to established procedures.
Check materials and resources in and out using an assigned computerized system.
Verify and inspect incoming materials for damage.
Operate a computer and assigned software.
Keyboard or input data at an�a ia


