Barneveld Public Library
Job Description
Library Clerk & Outreach Specialist

General Summary
Library Clerk and Outreach Specialist is responsible for Circulation Desk staffing as well as working with current staff to promote library programming for all ages. This position serves as the library’s community liaison via digital media (website, social media, etc.) and tangible postings. This position includes circulation desk responsibilities to promote in-person outreach and interaction with library patrons.

Hours
This 20 hours/week position includes primarily weekday afternoon/evening hours (1pm-6pm) with one-two Saturdays (10am-1pm) per month.  

Essential Job Functions
1. Foster a pleasant and welcoming atmosphere in the library and at the circulation desk, providing consistently courteous, helpful and professional assistance to patrons.
2. Develop and manage content for sharing (via social media, website, print) highlighting library programs and services with the intent of reaching community members of all ages in order to fulfill the diverse educational, recreational and personal needs of local populations. 
3. Develop and maintain effective working relationships with other staff, volunteers, and patrons in order to collaboratively highlight programs and services that meet local needs and interests.
4. Maintain the library's presence on social media, the library website and other online platforms to provide current information about library programs and services, and access to library materials and curated activities and resources.
5. Assist in planning, promotion, and implementation of the Summer Library Program annually.
6. Perform all circulation desk duties using a computerized system, as needed.
7. Other duties as assigned.

Knowledge, Skills and Abilities 
1. Comfort with creating and maintaining content on social media platforms, websites, and other online applications.
2. Experience developing outreach materials (ie: tangible posters, online posts in social media, etc.)
3. Familiarity with platforms such as Canva, GoDaddy web management, Facebook, Instagram, etc.
4. Ability to recognize and set priorities, to use initiative and independent judgment in a variety of situations in a dynamic environment, and to ask for help when needed.
5. Ability to establish and maintain effective working relationships with co-workers, patrons, community organizations, volunteers and to serve the public courteously.
6. Flexibility to deal with multiple tasks and patrons simultaneously.
7. Ability to speak distinctly and engagingly.
8. Ability to listen to patron needs, answer questions, and teach patrons how to use library resources.
9. Ability to communicate in writing and verbally.
10. Ability to understand and follow written and oral instructions.
11. Ability to perform basic troubleshooting for various types of technology.

Education, Experience, and Training
The ideal candidate will have a minimum of an Associate Degree or prior library experience working with circulation or programming, though candidates without a degree are also encouraged to apply. Excellent customer services skills combined with strong written and verbal communication skills, including online presence, creation, and maintenance. The ability to learn and stay current with emerging technologies. 

Reports to Library Director for general direction and review.
