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SUPERVISOR:	Library Director
SUPERVISE:	Library Assistant II, Library Aide, in absence of Library Director
PAY SCALE:	LBA1
APPROVED:	February 11, 2025
FLSA CATEGORY:	Non-exempt
AUTHORIZED FTE:	.74 FTE (29.5 hours per week)

SUMMARY DESCRIPTION

Under the direction of the Library Director supervises and performs library services. Manages evening and weekend operations and is responsible for public service functions and electronic information services. Responsible for various circulations, reference and customer service duties to ensure the efficient provision of services to the community.

EXAMPLES OF WORK PERFORMED

ESSENTIAL FUNCTIONS: The following examples of work are illustrative only and are not intended to be all inclusive.

Supervises general library operations on evenings and weekends, including the supervision of library shelver/assistant and volunteers and other staff as needed. 

Manages and performs circulation desk functions including checking books in and out, issuing library cards, collecting fines, issuing overdue notices and bills, answering phone and supervising patron activity in circulation, stacks, and all other public areas of the library building.

Responsible for performing reference desk duties through various activities including but not limited to answering inquiries on books and available resources, online services, reader’s advisory assistance.

Responsible for recording and maintaining evening and weekend cash reports.

Assists patrons with basic technology problems

Advises and assists library patrons in the selection of books, periodicals, materials and in computer lab.

Catalogs new and donated library materials.

Prepares materials for distribution and assists patrons with requests for items through the library’s reserve system. Assists Faculty Card holders with bulk requests of materials.

Assists in shelving, screening, binding and mending of books and materials using the library classification system; assists in maintaining proper order of classifications.

Assists in updating and maintaining the automated card catalog as needed, searches for updates on cataloging information and inspects library materials on the online database.

Assists in screening materials for mending and binding problems; repairs materials as needed.

Monitors the use of library equipment and materials to ensure compliance with library policies and regulations; demonstrates the use of library equipment as needed.

Assists in opening and closing the library through various activities including but not limited to changing reserve/hold slips, emptying book/material return, securing library before closing time.

Assists other staff when needed or directed.

Works on special projects and other department activities as required by Library Director.

Addresses citizen concerns on evenings and weekends.

Assists in keeping library neat and orderly, including such tasks as pushing up books, ensuring that books are at end of shelves, and picking up trash.

Performs related duties as required.

QUALIFICATIONS

The following generally describes the knowledge and ability required to enter the job and/or be learned within a short period of time in order to successfully perform the assigned duties.

Knowledge of:
· Basic library procedures, methods and techniques; cataloging and interlibrary loan, databases, internet resources and searching.
· Standard reference and bibliographical books and tools.
· Principles and practices of business correspondence, English usage, spelling, grammar and punctuation.
· Office procedures, methods, and equipment including computers and applicable software applications such as word processing, spreadsheets, and databases.

Ability to: 
· Plan, assign, direct, delegate and supervise the work of library personnel.
· Learn the library classification systems and online public access catalog system.
· Use independent judgment and organize personal work schedule in the performance of duties while managing frequent interruptions.
· Learn techniques and methods associated with circulation and reference activities.
· Perform library and clerical tasks and operate office equipment including electronic technology.
· Communicate clearly and concisely, both orally and in writing.
· Deal with conflict in constructive and calm manner
· Establish and maintain effective working relationships with patrons, other employees and other agencies.

PHYSICAL DEMANDS AND WORKING ENVIRONMENT

The conditions herein are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential job functions. 

Environment:  Work is performed primarily in a standard office environment with some travel to different sites; may be required to work extended hours including evenings and weekends and may be required to travel outside of City boundaries to attend meetings

Physical:  Primary functions require sufficient physical ability and mobility to work in an office setting; to stand or sit for prolonged periods of time; to occasionally stoop, bend, kneel, crouch, reach, and twist; to lift, carry, push, and/or pull light to moderate amounts of weight; to operate office equipment requiring repetitive hand movement and fine coordination including use of a computer keyboard;  to travel to other locations using various modes of private and commercial transportation; verbally communicate to exchange information.

EDUCATION AND EXPERIENCE
Any combination of education and experience that would likely provide the required knowledge and ability is qualifying.  A typical way to obtain the knowledge and abilities would be:

Education/Training:  Graduation from high school or equivalent GED supplemented by college-level courses in liberal arts or library science; experience in clerical or general library work; experience with various computer software programs; or any equivalent combination of experience and training which provides the knowledge, abilities, and skills. 



This job description is intended to present a descriptive list of the range of duties performed by employee(s) 
in this municipality and is not intended to reflect all duties performed within the job.
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