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Position:
Library Specialist
Location:
Middletown, Ohio

Hours:

Full-time, 40 hours per week, includes days, evenings, and rotating weekends

Salary:

Starts at $12.96 per hour; more depending on experience

Benefits:
Benefits include Ohio Public Employees Retirement System, vacation, sick time, personal time, holiday’s, professional development, tuition reimbursement, and more

Information:
More information about this opening and a MidPointe application can be found on our web site at: https://www.midpointelibrary.org/page/jobs, click on Fill Out Job Application Form
SUMMARY:
· Provide excellent customer service, demonstrating a professional, courteous, and respectful attitude towards all patrons
· Greet patrons, assist them with the selection and locating of library materials
· Create, schedule, prepare and implement several weekly educational, cultural, or library-oriented programs for adults, and fill-in for co-workers programs and events as necessary 
· Desk responsibilities such as answering the telephone, issuing library cards, sign-up patrons on the Internet, give reading recommendations, give instruction on how to use the ILS, databases, the Internet, check-out machines, and other library equipment
· Troubleshoot library equipment
· Opening and closing duties
QUALIFICATIONS: 
· High school diploma or equivalent; college degree highly preferred
· Prior customer service experience required

· Must have excellent knowledge of literature that appeals to patrons of all ages

· Experience in developing and implementing creative and engaging programs for adults is needed, as well as the ability to interact with vendors and performers in a professional manner
· Must have excellent customer service, computer, communication, and interpersonal skills

· Must be able to operate library equipment such as copiers, computers, printers, fax
· Must be able to hear, read (including cursive), write, speak, and understand English effectively

· Must have sufficient dexterity and visual acuity to meet job requirements

· Regular and predictable physical attendance is required.

APPLY:

· Applications are accepted until the opening is filled

