JOB TITLE:

Library Assistant

REPORTS TO:
Director/Assistant Director

Job Summary:

The Library Assistant performs patron service work to include assisting patron in using the library and its resources and helping the professional staff maintain the library’s resources and services.  The Library Assistant is responsible for the day to day operations of the library in absence of the Director and Assistant Director.
Educational Requirements:

Must be a high school graduate or the equivalent.

Job Requirements:

Requirements include being able to alphabetize, a basic knowledge of the Dewey Decimal system and have basic math abilities.

Must have the ability to perform basic clerical work that would require preparing, organizing and maintaining records, reports, and library cards.  Must be able to operate a computer and other equipment necessary to performing assignments.

Must have effective oral and written communication skills to communicate with staff and the public.

Essential Job Functions:

1. Circulation
The Library Assistant will work behind the circulation desk as needed, checking material in and out, assisting patrons with photocopying, computer usage, shelving material, maintaining materials in proper order, completing daily circulation records and inputting them on the computer and recording daily petty cash reports on the computer.  

2. Reader’s Advisory

The Library Assistant will help patrons find materials in subject areas or genres in which they are interested, be able to research and answer reference questions, be familiar with best sellers, and genres and be able to maintain an effective working relationship with the public.  

3. Programming

The Library Assistant will help both the Director and Assistant Director in the developing, planning, and implementation of programs for all ages.

These are the main duties of the Library Assistant.  The Library Director may add additional duties as circumstances require.
