


 operate a computer and use computer software programs such as Microsoft Office including Access and 
Publisher 

 accurately operate a calculator; 
 
 
▸ Knowledge of: 

 ∙ library media software; 
 ∙ group presentation strategies; 
 ∙ Dewey Decimal System;           
 ∙ standard office procedures; 
 ∙ development of promotional materials; 

 public relations; 

 records management; 

 


