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Library Associate, Technical Services, training provided

Schedule- Mondays 9:45am-6pm, Tuesdays 9:45am-4pm, Wednesdays 9:45am-6pm

Compensation- $10.75 per hour to start

General Description:

This is a part-time, permanent position.  This position is responsible to oversee minor repairs to library materials and deployment of new materials, including maintenance of adequate supplies for processing and repairs.  This person will also manage overdues and interlibrary loan in the absence of the circulation supervisor.  This person is also responsible to perform general library tasks and customer service activities. This position reports to the circulation supervisor and library director.  

Qualifications:

· Bachelor’s degree in a related field is preferred, high school diploma or equivalent is required. 

· Demonstrated competence with basic computer functions as used in the library setting  

· Excellent customer service, communication, and organization skills 

General library duties performed by all personnel:  

· Provide customer service

· Circulate materials including check-out, check-in, renewals, holds, reserves, and uncataloged items

· Assist patrons in use of library resources including databases and digital library 

· Provide patrons with assistance utilizing computers and other library resources

· Re-shelve materials and other items in the proper manner

· Catalog and process materials for circulation

· Solicit input from the community regarding library materials and services

· Receive and refer complaints and non-conformance forms

· Assist patrons with basic information and reference needs

· Participate in training new staff and volunteers

· Maintain the library’s physical presence

· Create and issue library cards and texshare cards

· Assist with special programs as requested

· Attend continuing education or staff development as requested

· Participate in the acquisition of new materials and de-selection of other materials

· Provide basic repairs to library materials

· Recommend improvements for library collection, services, website, etc.

· Advocate for the library

· Attend workshops, trainings, and development seminars as requested

· Participate in creating displays, exhibits, and programs

· Provide in-person, telephone,& email reference service

· Other duties as assigned
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