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JOB SUMMARY:
Is responsible for maintaining library materials in proper order in the Children's Room.  Includes coverage of Children’s Room and lower level in the absence of other staff.
SUPERVISION RECEIVED:
Works under the supervision of the Head of Youth Services who assigns duties, schedules hours of work, trains, routinely checks the stacks, and evaluates.  In the absence of this person, the Youth Services Assistant, or Director, or Reference Librarian on duty is the supervisor.

SUPERVISION EXERCISED:
No supervision is exercised.

MAJOR DUTIES AND RESPONSIBILITIES:
1. Primarily works in the Children’s Room.
2. Places books and other library materials in their proper place.
3. Reads the shelves daily and keeps them neat and orderly.

4. Provides coverage of the lower level of the library in the absence of other Youth Services staff.

5. Provides information, reference help, and other general assistance to library patrons of all ages in the absence of or in conjunction with other Youth Services staff.
6. Participates in Youth Services projects to improve the Children’s Room and Teen Area as requested by supervisor.

7. Participates in staff meetings.

8. Attends appropriate staff training and/or professional development events.

9. Displays a friendly, helpful attitude.

10. Performs other duties as required.

PHYSICAL DEMANDS:
1.
While performing the essential functions of this job, the incumbent is regularly

required to bend, stoop and kneel, to use hands to finger, handle, or feel objects, and to

reach with hands and arms.

2.
While performing the essential functions of this job, the incumbent is regularly

required to sit, stand, go up and down stairs, and walk on a frequent basis.

3.
While performing the essential functions of this job, the incumbent is frequently 

required to lift and/or move objects up to 10 pounds.

4.
While performing the essential functions of this job the incumbent is occasionally

required to lift and/or move objects up to 50 pounds. 

MINIMUM QUALIFICATIONS: 
High School Diploma or equivalent.  Requires experience with computers.

Ability to read and write English; ability to alphabetize; ability to work with decimals.
KNOWLEDGE, SKILLS AND ABILITIES:
1. A friendly and open manner when relating to youth and caregivers.

2. A professional attitude with patrons and colleagues that exhibits tact, courtesy, initiative, resourcefulness, good judgment, punctuality, and an ability to maintain a professional attitude under stress.  Sense of humor a plus.

3. Capacity and willingness to handle multiple priorities at one time while working in a fast-paced environment.
4. Ability to learn new skills quickly and adapt to changes in the workplace, including the ebb and flow of seasonal patron usage. 

5. Ability to work independently while maintaining a team player attitude; balancing individual projects with department needs.

6. Ability to express oneself clearly and concisely in the English language orally, in-person and over the telephone, and in writing.

7. Knowledge of computers and technology.

8. Detail oriented individual.

SCHEDULE:
This is a year-round, part-time position. The current schedule hours are Monday – Thursday evenings, but scheduling may change to best meet the needs of the department.
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