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June 7, 2010
LEGAL INFORMATION SPECIALIST
EMPLOYMENT OPPORTUNITY


Library Services
Harter Secrest & Emery LLP is seeking a Legal Information Specialist in the firm’s library.  This position provides support for department and firm-wide library projects and initiatives, and ensures that the highest service is provided to library clients.

Job Responsibilities:

· Provides reference, research and document retrieval services to attorneys and others using print, electronic and resources in other formats; occasional visits to local libraries or information centers;
· Coordinates user education programs and assists in the training and orientation of library services, programs and resources;

· Develops resource guides to assist firm legal staff in the identification of key resources;

· Contributes to the development, implementation and evaluation of library services policies, procedures, and publications;

· Digitizes and files internal documents and materials for preservation and future utilization; and
· Moves carts, shelves, and books on a frequent basis and files loose-leaf, books and other materials.

Education / Experience and Other Requirements:

· BS degree in library or information science or related field and 1 to 3 years of progressively responsible work with experience in the areas of legal research, acquisitions, and customer service; or AS/AAS degree with 5 years of experience or an equivalent combination of education, experience and/or professional certification; prior experience in a legal or professional service organization desirable;
· Basic knowledge of standard law library practices and trends;

· Good analytical & information gathering skills; ability to evaluate and prioritize extensive, detailed data;

· Facile with library information technology (e.g., library automation systems and database mgt); 

· Strong verbal and written communication skills; ability to exchange information and to present ideas, report facts and other information clearly and concisely;
· Collaborative interpersonal and customer service skills required; 
· Strong organizational & problem-solving skills; ability to respond to multiple priorities and meet deadlines; and
· Ability to stand/walk at least 20 hours per week and to lift 30 to 50 pounds.

Recruiting Information:

· Competitive salary dependent on education and relevance of prior work experience.

· Excellent benefit package:

· 3 weeks vacation at 1 year of service

· Significant employer contribution toward health insurance

· Retirement program includes both defined contribution plan and 401K plan

Qualified applicants should submit a resume and cover letter to www.hselaw.com (select join us) OR Rhonda Noto, Assistant Director, Human Resources: RNoto@hselaw.com.  EOE

HARTER SECREST & EMERY LLP IS COMMITTED TO THE POLICY OF EQUAL EMPLOYMENT OPPORTUNITY.  THIS POLICY EXPRESSLY PROHIBITS DISCRIMINATION ON THE BASIS OF SEX, RACE, COLOR, RELIGION, CREED, NATIONAL ORIGIN, AGE, MARITAL STATUS, SEXUAL ORIENTATION, DISABILITY, GENETIC PREDISPOSITION OR CARRIER STATUS, VETERAN STATUS OR STATUS AS A MEMBER OF ANY OTHER PROTECTED GROUP OR ACTIVITY.  
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