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__________________________________________________________________ 

POSITION: Library Assistant 

REPORTS TO: Library Director or Assistant Director 

LAST UPDATED: 6/2023 

__________________________________________________________________ 

SUMMARY 

Provides services and information to the public enabling them to locate and utilize library materials and 
equipment. 

ESSENTIAL FUNCTIONS OF THE POSITION 

Provides customer service at the circulation desk, including creating patron accounts, checking 
materials in and out, processing interlibrary loan requests, answering patron questions, answering 
telephone calls, and collecting fines and fees. 

Assists patrons in identifying and locating requested information and resources; helps patrons in the 
use of the library including using copy/fax machine, patron computers, and finding materials.  

Sort library materials in preparation for shelving or filing; check condition of each item for damage; 
shelve or file books, periodicals, and other library materials. 

Assists Director and Assistant Director in library program planning and execution.  

Process newly catalogued materials for shelving. 

The duties listed above are intended only as illustrations of the various types of work that may be 
performed. The omission of specific statements of duties does not exclude them from the position if the 
work is similar, related or logical assignment to the position. 

QUALIFICATION REQUIREMENTS 

High school diploma or equivalent required. Higher education and related experience/training is 
preferred. 

Ability to provide service to the public in a courteous and helpful manner, consistent with library policies. 

Ability to establish and maintain effective working relationships with library staff in a team culture and 
with members of the community. 
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Ability to effectively communicate ideas and information both in written and verbal form. 

Ability to read, write and speak English. 

Ability to follow oral and written instructions with accuracy. 

Possess customer service skills to work effectively with the public and provide an excellent service 
experience for patrons. 

Ability to use multi-purpose copier/printer, and computers.  

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. 

The job description does not constitute an employment agreement between the employer and 
employee and is subject to change by the employer as the needs of the employer and requirements of 
the job change. 

 

 


