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____________________________________________________________ 
 
POSITION:  Children’s Librarian/Assistant Director 
REPORTS TO: Library Director  
________________________________________________________________ 
 

SUMMARY  
  
Performs professional work overseeing children's services, including planning and 
evaluating the operation, developing and maintaining the collection, and providing direct 
assistance to patrons; acts as assistant to the director; and performs related duties as 
required. Works under the general supervision of the director. Exercises general 
supervision over library assistants and library aides. 
 
ESSENTIAL FUNCTIONS OF THE POSITION 
 
Administers story hours for preschool children and administers the summer reading 
program. 
 
Promotes the program of service to children, including story hour publicity, special 
programs, summer reading program, posters, bookmarks, etc. 
 
Selects, acquires and disposes of children's materials to meet the needs of local patrons in 
accordance with library policy and budget limitations. 
 
Writes newspaper articles for the News Record – twice monthly reviewing new books and 
promoting the library its activities and services.  
 
Maintains the physical appearance of the children's library; orders decorations and 
instructional materials. 
 
Maintains a variety of records; both for youth programming and collections. 
 
Maintains supplies used for children's operation, recommends purchases of supplies as 
needed. 
 
Recommends purchases of new equipment and furnishings for children's area. 
 



Performs circulation desk activities, including checking materials in and out; renewing 
materials; assessing fees for damaged materials; collecting overdue fines; and placing 
requests. 
 
Registers new patrons on automated system and provides replacements for lost borrowers 
cards. 
 
Assists patrons in locating materials; gives instruction on the use of the library catalogs, 
databases and collections; processes interlibrary loan requests; acts as readers aide for 
patrons. 
 
Assists patrons with PCs, giving brief instructions on the use of software, and doing 
software troubleshooting. 
 
Match newly received materials to bibliographic records to create item records in the 
database. 
 
Attends SELCO meetings and conferences when appropriate; attends other meetings and 
conferences as directed by the board. 
 
Assists with training part-time staff in use of automated circulation systems; handles on-site 
problems with automated system and acts as liaison with central site automated system 
staff in the director’s absence. 
 
Performs basic hardware troubleshooting on library PCs in the director’s absence. 
 
Participates in the supervision of library assistants and aides, including: interviewing and 
recommending hire; assigning, prioritizing, and reviewing work; rewarding and 
recommending discipline, etc. 
 
Provides information to the director for budget preparation. 
 
May present, or assist in the design and presentation of workshops for the public on using 
the on-line catalog, using the internet, doing research on the internet, etc. 
 
Performs other duties as apparent or assigned. 
 
QUALIFICATION REQUIREMENTS 
 
To perform this job successfully, an individual must be able to perform each essential duty 
satisfactorily.  The requirements listed below are representative of the knowledge, skill, 
and/or ability required.  Reasonable accommodations may be made to enable individuals 
with disabilities to perform the essential functions. 
 
EDUCATION and/or EXPERIENCE 
 



2 year college degree required, Bachelor's degree preferred. Course work in library science 
or Early Childhood Education preferred. At least 1 year experience providing customer 
assistance in a library or educational setting. Equivalent combination of training and 
experience may be considered. 
 
LANGUAGE SKILLS 
 
Ability to read and interpret a wide variety of documents including operating and 
maintenance instructions, and procedure manuals. Ability to prepare routine reports and 
correspondence. Ability to communicate effectively with the public, supervisors and 
employees of the library. Ability to give verbal presentations.   
 

MATHEMATICAL SKILLS 
 
Ability to add, subtract, multiply and divide. Ability to make arithmetic computations using 
whole numbers, fractions and decimals. Ability to calculate fines and fees, to count money 
and make change. 
 
REASONING ABILITY 
 
Ability to apply common sense understanding to carry out instructions furnished in written, 
oral or diagram form. Ability to deal with problems involving several abstract and concrete 
variables. 
 
OTHER KNOWLEDGE, SKILLS, AND ABILITIES 
 
Knowledge of library reference and resources. 
Knowledge of collection development of children's materials. 
Knowledge of computer hardware and software programs. 
Knowledge of SELCO region interlibrary loan policies and procedures. 
Considerable ability to communicate effectively with the library board, library staff, and the 
general public, particularly children, teachers, and parents. 
Ability to operate library equipment. 
 
PHYSICAL DEMANDS 
 
The physical demands described here are representative of those that must be met by an 
employee to successfully perform the essential functions of this job. Reasonable 
accommodations may be made to enable individuals with disabilities to perform the 
essential functions. 
 
While performing the duties of this job, the employee is regularly required to stand; use 
hands to finger, handle, or feel objects, tools, or controls; and talk or hear. The employee 
frequently is required to walk; sit; reach with hands and arms; and stoop, kneel, crouch, or 
crawl.  
 



The employee must regularly lift and/or move up to 10 pounds and occasionally lift and/or 
move up to 25 pounds. Specific vision abilities required by this job include close vision, 
peripheral vision, depth perception, and the ability to adjust focus. 

 
 
WORK ENVIRONMENT 
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. 
 
The noise level in the work environment is usually moderate. 


