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Position:   
Acquisition Assistant



Range:

T-4 (Non-Exempt) (Union)



Reports to:
Technical Services Supervisor



Supervises:
None



Reviewed:
10/2025



Revised:
10/2025
Job Summary
Under the supervision of the Technical Services Supervisor, the Acquisition Assistant is responsible for acquiring library materials chosen by Selection staff and other library personnel.  This includes verifying purchase details, executing orders, loading or creating library catalog records to indicate titles and spending, and maintaining accurate and complete financial records, such as purchase orders and selection documents.  This position will also assist in receiving incoming orders by verifying that title, quantity, and vendor invoicing are correct, inputting payment information into the library’s integrated library system software, and physically preparing items for cataloging.  In the case of discrepancies or other problems, the Acquisition Assistant will investigate and initiate contact with the appropriate vendor or library staff member to reach a resolution.
Duties and Responsibilities
1. Orders library materials from approved vendors, clarifying details with selection staff, as necessary.
2. Loads or creates records for the library catalog to accurately convey items on order and materials spending.
3. Maintains an electronic ledger of orders, along with associated purchase orders and selection documents.
4. Accurately tracks materials expenditures in the CADL’s integrated library system (ILS) software.  Works with Receiving Clerk to ensure new transactions are up to date in the ILS and that an accurate payment history file is maintained.
5. In coordination with Technical Services Supervisor, documents special or one-off purchases.
6. Initiates contact with vendors regarding ordering, shipping, invoicing, and other problems.  Communicates these problems and their resolutions to Selection staff, Technical Services Supervisor, receiving clerk, and others, as appropriate.
7. Receives incoming material (verifying titles/quantities, checking for invoice accuracy, inputting invoice information into the ILS, physically preparing items for cataloging), as needed. 
8. With Receiving Clerk, maintains the department area; keeps boxed orders organized so they can be received in the order they arrived from the vendor.

9. Downloads bibliographic/catalog records for use by cataloging staff.  Performs a preliminary check of these new records to ensure that material type, age level, language, and literary form (fiction/non-fiction) are accurate.
10. Processes received and cataloged material for library use, as needed.  This includes creating item records in the ILS and physical preparing the item for circulation. 
11. Evaluates ordering processes to discover efficiencies.  Works with Technical Services Supervisor to evaluate and develop ordering procedures for new vendors.
12. Performs other duties as assigned, including assisting other departments or branches.
The above statements are intended to describe the general nature and level of work being performed by people assigned this classification.  They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.
Job Requirements
· Possession of a high school diploma or its equivalent.
· A minimum of two years of progressively more responsibility in an administrative position.  Bookkeeping and/or accounting experience preferred.  
· Ability to maintain a high level of concentration and attention detail in an office environment.
· Experience with Microsoft products (Word, Excel, Teams).  Previous Sierra or other integrated library system software preferred.  
· Ability to navigate, create accounts for, and securely maintain login credentials for e-commerce websites.
· Ability to repeatedly lift 20-25 lbs.
· Be physically able to perform the essential functions of the position with or without reasonable accommodations.

· Comprehensive knowledge of office terminology, procedures, and equipment and business arithmetic and English.
· Ability to communicate effectively with both internal and external customers. 
· Ability to follow complex written and oral instructions.
· Ability to make decisions in accordance with established policies and procedures.
· Ability to establish and maintain effective working relationships with co-workers.
· Ability to conduct oneself with tact and courtesy.
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