
 CIRCULATION ASSISTANT (Library Assistant I)

Immediate Supervisor: Circulation Supervisor

Supervises: Shelvers, as needed.

Characteristic work of the position:

Under general supervision or direction, performs responsible clerical duties, including but not necessarily limited to the following:

1.   Performs circulation desk procedures, such as checking in and checking out   materials, registering patrons and collecting fines.


2.   Processes selected library materials for circulation.


3.   Sorts and routes daily mail. 


4.   Answers and routes all incoming phone calls.


5.   Assists with directional questions and refers patrons to appropriate personnel.


6.   Assists patrons with mechanical operations of library equipment.


7.   Performs other related work as assigned by Circulation Supervisor.

Qualifications:

Essential knowledge and abilities:


1. Ability to keep accurate records and accurately follow procedures.

2. Ability to understand library policies and procedures and apply them to library  operations. 


3. Ability to communicate positively and effectively with the staff and the public.


4. Computer experience essential.


5. Ability to provide supervision, as necessary.

6. Willingness to maintain skills in above areas through active participation in continuing education. 


7. Excellent level of English oral and written skills.


Desirable training and experience:


1. High school diploma.

2. One year of paid or volunteer library experience, or minimum of one year of post-secondary education.

Physical requirements of position:


1. Sitting, standing, walking, climbing, and stooping.


2. Bending/twisting and reaching.


3. Talking and hearing; use of the telephone.

4. Far vision at 20 feet or further; near vision at 20 inches or less (with correction).


5. Lifting and carrying: 50 pounds or less.


6. Handling: processing, picking up and shelving books.


7. Fingering: typing, writing, filing, sorting, shelving, and processing.


8. Pushing and pulling: objects weighing 60-80 pounds on wheels.


9. Mobility: travel to meetings outside the library.

Mental requirements of position:

1. Communication skills: effectively communicate ideas and information both in written and oral form.

2. Problem-Solving Skills: develop feasible, realistic solutions to problems; recommend actions designed to prevent problems from occurring; refer problems to supervisor when necessary.

3. Reading ability: effectively read and understand information contained in memoranda, reports, technical manuals, and bulletins.


4. Ability to Comprehend and Follow Instructions: effectively follow instructions from supervisor, verbally and in written form.

5. Mathematical ability: calculate basic arithmetic problems (addition, subtraction, multiplication, division) without the aid of a calculator.


6. Time management: set priorities in order to meet assignment deadlines.

Environmental/Working Conditions:


1. Inside work environment.


2. Some flexibility in work hours; regular evening and weekend hours.

Some representative equipment used:

Computer, calculator, copy machine, microfilm/fiche reader, fax machine, telephone, printers.
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