

[bookmark: _ujwfy5l5euk9][image: ]Job Description
[bookmark: _p7jbpjo2jzu3][bookmark: _GoBack]Position Title:  Library Assistant – On Call

[bookmark: _71n9g3pad9t3]Schedule & Availability
This position is currently scheduled for Thursdays from 1:00 PM to 7:00 PM. Additional regularly scheduled hours may become available in the near future, with the potential for up to 10 hours per week total. Flexibility is important, as the successful candidate should also be available to provide fill-in coverage as needed to support library operations during staff absences, vacations, and special programming needs.

Reports To:
Library Manager / Technical Services Manager

[bookmark: _i34qi18lu1gg]Classification:
Part-Time / Hourly 

[bookmark: _qii1gk6b2aqa]Position Summary:
The Library Assistant performs a variety of circulation, customer service, and technical support duties to ensure efficient library operations. 

[bookmark: _es1vvpqkjilb]Supervision Received:
Works under the direct supervision of the Library Manager / Technical Services Manager; performs work with independence.

[bookmark: _6vjf7n3ulk8z]Supervision Exercised:
Provides supervision to volunteers.

[bookmark: _udk1u7sgqixg]Essential Duties and Responsibilities:
(The following duties are illustrative and not exhaustive. Additional duties may be assigned.)
· Charges and discharges library materials to users using an online circulation system.
· Calculates and collects money for donations and copier fees.
· Answers patron inquiries in person and through phone or email communication, pertaining to the physical location of library materials, library hours, offices and personnel, and the availability or reservation of popular or new publications.
· Reviews library membership applications for completeness, including name, address, and similar personal identification, and records changes to such information.
· Assists patrons with computer stations; keeps printers and copiers ready for use and troubleshoots minor equipment problems as needed.
· Performs filing and shelving tasks involving the use of the local classification system.
· Locates required publications primarily based on call number.
· Checks shelves to ensure materials are filed properly; performs shelf-reading as required.
· May assist with binding duties.
· Prepares library materials for circulation, including processing of new materials.
· Pulls library materials for consortium and/or interlibrary loan fulfillment.
· Photocopies or scans materials for interlibrary loan or research requests.
· Demonstrates knowledge of supervisory methods, including work delegation, scheduling, evaluation of performance, and maintaining morale.
· Maintains a working knowledge of integrated library software systems.

[bookmark: _5ad2jqtzxast]
Required Knowledge, Skills, and Abilities:
· Ability to work effectively with people of all ages and from diverse backgrounds.
· Strong time management skills; ability to organize material workflow processes as front desk-facing staff.
· Ability to remain on task despite interruptions.
· Ability to work independently with minimal supervision.
· Ability to perform the essential functions of the job with or without reasonable accommodation.
· Strong attention to detail and ability to follow established procedures.

[bookmark: _c9egw8enub2y]Minimum Qualifications:
· High school diploma.
· Previous experience in a customer service role.

[bookmark: _g0r1q9pfpf5p]Preferred Qualifications:
· Previous experience working in a library setting.
· Library Technology Certificate from an ALA-accredited Library Certificate Program.

[bookmark: _j9s6ijo19nne]Physical Demands and Work Environment:
· Ability to stand, walk, bend, and lift library materials for extended periods of time.
· Ability to lift and carry materials weighing up to 25-40 lbs.
· Work is performed in a public library setting with frequent interruptions and interaction with the public.

[bookmark: _xql1mwdd3wx]Conditions of Employment:
· Must be available to work evenings and weekends as required.
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