JOB DESCRIPTION

LIBRARY ASSISSTANT I
GENERAL SUMMARY

The senior library assistant and Librarian-In-Charge during absences of the Library Director. Library Assistant I has a wide variety of duties, primarily focused on front-facing patron tasks including but not limited to circulation, reference questions, and aiding with technology. They share these duties with Library Assistant II.
SUPERVISION

This position reports to the Library Director and oversees Library Assistant II and the Student Worker.
HOURS PER WEEK: 24-30
Duties and Responsibilities
1. Following Opening/Closing Procedures of the library

2. Conducting Courier tasks including but not limited to:

a. Opening, sorting, checking-in courier bins received

b. Scanning, sorting, and closing courier bins to go out

c. Moving courier bins from behind desk on appropriate dates
3. The shelving and maintenance of the library’s housed collections

a. Accurate alpha-numeric or as specified organization systems
b. Shifting materials to make room

c. Bi-Annual cleaning and dusting of shelving

4. Circulation Desk tasks including (but not limited to):

a. Checking materials in and out to/from patrons

b. Issuing of library cards
c. Sending of automated notices using circulation software for hold pick-ups, overdue, and billed items
d. Request items for patrons using circulation or MORE online catalog

e. Request, receive, distribute, and return Inter-Library Requests via WISCAT in the circulation software and 

f. Accurate money handling for miscellaneous fees using cash register
g. Answering phones, relaying messages to appropriate individuals when necessary
h. Answering reference questions and other queries
i. Provide Reader’s Advisory when requested
5. Care and Maintenance of Library Collections

a. Prepares materials for circulation (book jackets, taping, stickers, stamping, etc.)

b. Mends, repairs, and cleans materials as necessary or directed

c. Recommends materials for weeding by MUSTIE criteria to Library Director when appropriate

d. Assists with weeding and inventory by instruction of the Library Director
6. Library Programs, Events, and Outreach
a. Plans, prepares, and performs programs for adults, teens, children, and/or families either at the library or within the community
b. An expected minimum of 1 monthly non-repeating event per month (e.g. hosting a guest author, DIY Learning, general speakers, etc.)

c. An expected maximum of 4 repeating events per month (e.g. Book Club, Adult Coloring, Film Series, etc.)

d. Collaboration with other staff, community members, community organizations, and/or businesses

e. Creates and distributes marketing information on programs and events

f. Collects and organizes statistics related to programs and outreach
7. General Housekeeping

a. Dusting, sweeping, mopping when/where necessary

b. Cleaning bathrooms and vacuuming in absence of student worker or Assistant II

c. Other cleaning tasks as outlined on the Regular Task (“Bored”) List
d. Watering plants
e. Shoveling snow, keeping doors and book drop clear
8. Other Duties (and as otherwise assigned)

a. Maintains library website, event calendar, and social media accounts as asked by the Library Director

b. Creates booklists in MORE Online Catalog to promote materials and events in accordance with library policies

c. Provides information and recommendations that can be used for collection development and materials selections

d. Operates standard library equipment: computers, digital screens, printer/copier/fax, microfilm, A/V equipment, calculator, cash register, etc.

e. Perform tutorials for online catalog and digital collections

f. Apprises director of situations that occur while supervising the library

g. Checks employee e-mail on regular basis for updates from IFLS mailing lists, as well as to communicate with the library director
h. Attends training when directed
MINIMUM JOB QUALIFICATIONS
Education: High School Diploma or GED

Experience: One year of work history in a service industry or other institution with comparable demands and responsibilities (e.g. working directly with the public), preferred.

Skills:

· Education

· Speak, read, and write English in a professional setting
· Basic Mathematics, including taking currency and making change

· Follow detailed instructions either written or verbal

· Work in teams as well as independently

· Basic knowledge of library terminologies, Dewey Decimal System, procedures, and equipment
· Technology

· Comfortable with computers and Smart Devices such as tablets and smartphones.

· Familiarity with Microsoft Office products, e-mail, internet browsers, and popular social media platforms

· Use of cash register

· Ability or learn to use library specific technology: scanners, printers, microfilm, etc
· Ability to troubleshoot technological problems

· Working with the Public

· Ability to develop and implement programs for people of all ages

· Working knowledge of authors, books, and owned library materials

· Effectively present and respond to questions from the public

· Maintains good hygiene and dress in accordance with the Employee handbook. 

· Ability to explain library policies and procedures

· Conduct services when performing Outreach activities, away from the library, as a representative of the library

· Other Skills

· Physically capable of essential job functions (lifting 40-50 lbs, bending, kneeling, use of stairs, etc)
· Maintain patron confidentiality
· Perform duties and responsibilities as described above 

Updated and Approved: February 13, 2023

By signing below, the employee acknowledges and accepts the duties and skills necessary as outlined above.

Employee Signature: _________________________________________

Date: ______________________________
