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Job Title: Children’s Circulation Assistant
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Reports To: Children’s Librarian |
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Summary Job Description: Working under the direct supervision of the Children’s Librarian, the
Children’s Circulation Assistant is responsible for providing superior circulation, reference and
information services to patrons in the Children’s Department. |

Mandatory Requirements for all Town Employees: A) You are required to understand and abid%-by
all safety work practices for yourself and your staff members. B) You are required to understand and use
customer service “best practices” when dealing with external customers (the public) and internal
customers (peers and co-workers) by treating everyone fairly, with understanding, empathy, and
professionalism.

Duties and Responsibilities: The Circulation Assistant is to perform the following dutles and i
respons1b111t1es including but not limited to the following:
1. Charging and discharging materials ‘
2. Searching database for location and status of materials in our library database and in other network
libraries for purposes of locating material for interlibrary loan requests
Searches database for status of persons applying for a borrower card
Creates registration records for new and out-of-town patrons and updates existing patron records
Searches patron records for information on current loan status, overdues, copy holds |
Creates holds for patron requests; completes data needed for implementing | ‘
Performs check-in, process and updates magazine records for circulation |
Updates “new” material to regular circulation ‘ |
Provides assistance in searching the electronic catalog (OPAC), the Internet and other electronic
databases.
10. Answers telephone and on-site questions.
11. Collects and records money received |
12. Prepares patron library cards. |
13. Assists public in use of the copy machine, faxes and occasional technology requests
14. Performs closing routines. ‘
15. Examines overdue print-out notices from library network, and checks shelves for missing materlals
before sending out notices.
16. Assists Librarians with a variety of clerical tasks; checks shelves for overdue books and other
materials; re-shelves materials and maintains orderly arrangement of materials on shelves. i
17. Assists in preparation of displays and prepares craft items for use in children’s story hours and/or
special programs
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Supervisory Responsibilities: None required.

Specific Knowledge and Skills Required:
1. Excellent computer skills

2. Knowledge of automated and networked library environment. If not familiar, must be able to Ie?m
3. Ability to deal tactfully and effectively with the public and co-workers.

4. 5. Must demonstrate flexibility within working schedule and office staff.

6. Ongoing knowledge of current popular literature and children’s literature.

Qualifications: High School degree (or equivalent) Bachelor’s degree in Library and Informationi
Science or related field preferred. A minimum of two years of relevant post high school courses and
experience will be considered. Public Library experience a plus. Must be willing to obtain additional

training as needed.
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Physical Demands

How much on-the-job time is spent performing the following phy
| rity None L

Stand

Walk

Sit

Use hands to finger, handle, or feel

Reach with hands and arms : |

Climb or balance X

Stoop, kneel, crouch, or crawl X | s

Talk or hear X
Taste or smell X I |

ical activities:

x| X| X

XX

Up to 10 pounds ! ekt
Up to 25 pounds X
Up to 50 pounds X
Up to 100 pounds X
More than 100 pounds X

Close Vision

Distance vision

Color vision
Peripheral vision
Depth perception
Ability to adjust focus

%
X
X |
X
X
X

Work Environment

WINg environment co 1S NisS |0
mount of Time hi
Environmental Conditions None Less than 1/3 1/3 to 2/3 More than 2/3
Wet or humid conditions (non-weather) ' |
Work near moving mechanical parts
Work in high, precarious places
Fumes or airborne particles

Toxic or caustic chemicals

Outdoor weather conditions

Extreme cold (non-weather)

Extreme heat (non-weather)

Risk of electrical shock

Work with explosives

Risk of radiation

PP d P P P24 P [ 2q -4 g P-4

Vibration

Very quiet condition
Quiet conditions

Moderate noise X [ [
Loud noise
Very loud noise ‘ | [
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