	MASSILLON PUBLIC LIBRARY
PUBLIC POSTING                              POSITION ADVERTISEMENT
December 17, 2012



	POSITION:  Bookmobile Driver           
                                  

	HOURS PER WEEK:  34 (Full Time) or 17 (Part Time)


	REQUIREMENTS:
High school diploma or GED.   Demonstrated ability to operate a bookmobile in all weather conditions; demonstrated knowledge of all traffic rules and regulations; demonstrated customer relation skills including a pleasing personality and ability to work well with others; possession of a valid Ohio commercial driver’s license (CDL) Class B, a good driving record, and insurable driving status at all times is required; previous CDL driving experience preferred; previous customer service experience required.  MVR check required.  Random Drug Screen required.


	REQUIRED KNOWLEDGE, SKILLS and ABILITIES:

Ability to follow simple written and verbal directions; ability to lift in excess of 35 lbs. with or without reasonable accommodation; 

Good command of English language oral and written communication skills; reading and comprehension.

Good visual and general math skills
Basic computer/word processing and Internet/e-mail.

Consistently present Massillon Public Library and its services in a positive manner.

Follow library’s written general and department-specific standards, and personnel policies.
Work effectively as a team member.

Deal effectively with a wide variety of patrons.

Work effectively under pressure.

Perform basic clerical tasks relevant to position.

Work independently and make sound decisions.

Handle physical aspects of position which include, but are not limited to: dexterity required for driving and climbing on/off bookmobile, shelving materials, manual dexterity required for computer work, and lifting up to 35 lbs.

	ESSENTIAL FUNCTIONS:

Operates bookmobile in accordance with safety regulations and state laws.  
Opens, monitors, and secures bookmobile, as assigned.
Performs routine bookmobile maintenance, such as fueling, checking fluids, and general cleaning.
Performs routine circulation tasks connected with department’s services.
Collects fines and fees.
Stocks bookmobile with appropriate collection, materials, and supplies for scheduled stops.
Shelves materials on bookmobile and in bookmobile stack room.

	OTHER DUTIES:

Performs other duties as assigned by supervisor, which may include checking in materials and collecting fines.



	NOTE:  This position description states the nature and level of assignments normally given in this position; its list of tasks is not exhaustive.

	APPLICATION PROCEDURE (The application form is available at www.massillonlibrary.org)  Submit form to:
Human Resources Department

Massillon Public Library

208 Lincoln Way East

Massillon OH  44646
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