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   city of wheaton

Library Assistant – Wheaton Community Library, Position Description 
	Division/Department:
	Wheaton Community Library

	Job Title:
	Library Assistant

	Reports to:
	Library Director

	Wage:
$16.22 per hour

	
	Type of position:

 FORMCHECKBOX 
  Full-time

 FORMCHECKBOX 
  Part-time                     FORMCHECKBOX 
  Exempt
 FORMCHECKBOX 
  Contract                      FORMCHECKBOX 
  Nonexempt
 FORMCHECKBOX 
 Other:  

	Average Hours:_15-18 / week
Rotating Schedule.  Possible Shifts:  

Mondays & Fridays, 10:00 am to 5:00 pm
Tuesdays – Thursdays, 10:00 am to 6:00 pm

Saturdays, 9:00 am – Noon 

	This position is considered regular part-time, and as such, the employee must meet all requirements of the City of Wheaton’s employer standards.  An employee in this position will receive pro-rated compensation for holidays, and vacation/sick time accrual.


	Summary:

	Performs a variety of routine clerical and manual work in circulating and processing library materials and provides excellent customer service to library patrons. Also coordinates and implements children’s programs and events.


	ESSENTIAL Duties, responsibilities, and expectations:

	· Provide Excellent Service to Library Patrons

· Maintain a positive attitude; demonstrate empathy for people and their needs; promoting a pleasant and friendly environment; provide excellent, helpful customer service for the public.

· Assist patrons in selecting, locating, and using library materials.

· Answer telephone calls and provide information and reference assistance using a variety of resources including books, internet, and on-line catalog, or otherwise assists or refers patrons when necessary.
· Maintain discipline and order in the library.

· Maintain and promote a clean, organized facility.

· Demonstrate strong proficiency using computer equipment, software, and other technology. Instruct patrons in the use of library tools.
· Utilize regional library computer equipment and software to check-out materials to the patron and check-in all returned materials.
· Work collaboratively and cooperatively with library staff to maintain materials, programs, and facility.

· Assist in the repair of materials.

· Performs routine shelving of materials.

· Children’s Services

· Coordinate and manage a variety of children’s programs and events for all ages including Story Time and Summer Reading Program.

· Coordinate displays for children’s area.
- Successfully Perform and Complete Other Duties, as Assigned.


	Knowledge, skills, and abilities:

	· Knowledge of library procedures.

· Knowledge of general modern office practices, procedures, and equipment.

· Proficiency in the use of the internet.
· Ability to communicate library services and policies to patrons.

· Ability to deal confidently, courteously, tactfully, and effectively with members of the public – in person, in writing, and on the telephone.

· Ability to maintain composure under stress.

· Ability to work harmoniously with co-workers and patrons.

· Ability to complete work with a high degree of accuracy, and ability to file alphabetically and numerically. 
· Ability to efficiently organize, prioritize, and complete work tasks.
· Ability to objectively review practices in order to suggest and implement positive, customer-friendly changes.
· Ability to follow instructions and work with a minimum level of supervision.

· Dependable, punctual, and a proven history of infallible attendance at work.

· Ability to maintain a flexible schedule with the possibility of additional hours if coverage is needed.   

· When appropriate, ability to identify the need for additional training; demonstrate a willingness to attend and benefit from learning opportunities.

	education, license and/or certificate requirements:

	· Valid Driver’s License, required.

· High School Degree and/or GED, required.
· Post-High School Education, preferred.

	working conditions:

	The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions. 

While performing the essential functions, this position is required to: sit, reach, and bend for extended periods of time, have hand and arm (or equivalent) dexterity adequate to allow for extensive use of key board for data entry, talk and hear with enough proficiency to allow for communicating with customers by phone or in person, and to have adequate vision to accommodate frequent viewing of computer screens and printed reports. This position requires frequently lifting and/or moving up to 25 pounds. The noise level is usually moderate.


	Date Posted
	
	Date POSITION OFFERED
	


	I certify that I meet the minimum Education, License and/or Certification requirements for this position, and am able to perform the physical Working Condition requirements described above.  I accept the position, as offered.

	APPLICANT SIGNATURE
	
	Date
	


