THE GARNET A. WILSON

PUBLIC LIBRARY OF PIKE COUNTY
JOB DESCRIPTION

Public Services Assistant- Main Library

MINIMUM QUALIFICATIONS:

· High school diploma or equivalent.

· Two to five years' library experience desirable.

· Demonstrated experience in managing people and resources.

· Demonstrated knowledge of computers.

· Valid driver's license, access to reliable transportation, and willingness to travel in the

county.

· Willingness to work evenings and weekends with infrequent absence.

· Willingness to work longer than an eight-hour day and 40-hour week, if necessary.

REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES:

· Ability to allocate staff resources to meet goals and timetables.

· Ability to communicate effectively, both verbally and in writing.

· Ability to effectively work with fellow employees and be a team leader.

· Ability to work with the public in a friendly and courteous manner.

· Ability to handle patron/facility issues as they arise.

· Ability to use Microsoft Office, mobile devices/apps, and search online databases

· Delegate tasks as necessary

· Arrange materials alphabetically and numerically 
RESPONSIBILITIES:

· Maintain/request materials for the development of branch collections

· Customer service
· Operate circulation and catalog functions of the library computer systems

· Train and supervise staff as assigned

· Perform personnel evaluations


 


 

· Provide circulation and reference services

· Report facilities and grounds maintenance issues
· Support and encourage fellow team members

· Collaborate with Reference Librarian concerning collection development, staff tech training, and other tasks when necessary

· Board member meeting contact
TYPICAL DUTIES:

· Operate computers

· Perform circulation duties
· Provide reference services 

· Report facility and/or equipment difficulties to appropriate personnel

· Assist in the development of collections

· Answer/transfer incoming calls
· Straighten, organize, shelve, & read the collection

· Prepare necessary reports and statistics

· Communicate staff/department needs with supervisor

· Interview/hire team
· Other duties as required

JOB CLASSIFICATION: Grade III; Salary range: $12.00-$13.00 ($24,960 - $27,040 annually, based on 2080 hours).
SUPERVISED BY: Director
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