
 
 
JOB TITLE: Reference Librarian 
REPORTS TO:  Director of Library and Research Services 
STATUS:  Full Time Non Exempt 
 

The Reference Librarian, with limited supervision, is responsible for the successful day-to-day 
delivery of research requests and fulfilment of technical services for the library. Responsibilities 
include completing research requests, coordinating training sessions, and maintaining the 
library’s collection in print and online. The ability to work independently and make sound 
judgment calls are key to success in this position. A successful candidate will be very self-
motivated and self-directed, and have the ability to prioritize and juggle an ever-changing and 
growing list of projects.  
 
Primary Responsibilities include but are not limited to: 

 Provide reference and research services to all Smith Anderson employees; 

 Work actively to monitor research interests and support employees with projects; 

 Assist in the adoption, implementation, and maintenance of an Electronic Resources 
Management workflow; 

 Train and work with new hires; 

 Organize and facilitate training sessions conducted by vendors; develop and implement internal 
resource training sessions; 

 Create and maintain intranet-based research guides and other instructional materials; 

 Participate in collection development. 
 
Skills Required 

 Ability to work well under pressure, meet frequent deadlines, changing assignments and 
prioritize multiple tasks. 

 Excellent customer service skills, strong attention to detail and proofreading accuracy. 

 Knowledge of acquisitions processes related to electronic resources. 
 Experience with group and one-on-one library instruction. 
 Strong communication skills and ability to work collaboratively.  
 Willingness to take on challenges and develop skillsets as work evolves. 

 Ability to work overtime as required 

 Ability to work effectively with people at all levels of the firm with tack and diplomacy. 

 Intermediate to expert proficiency in MS Word and Excel, strong organizational skills, ability to 
work with minimal supervision.  
 

Education & Experience 

 Master’s degree in Library Science. 
 

Please send your resume to humanresources@smithlaw.com. 
 
Smith Anderson is an equal opportunity employer committed to creating and maintaining a diverse 
work force.  It is the policy of this Firm to recruit, hire, train, develop, promote and compensate 
employees without regard to race, color, religion, gender, sexual orientation, gender identity or 
expression, age, national origin, genetic information, disability or covered veteran status. 
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