
 MERRIMACK PUBLIC LIBRARY 

 

Job Description:   Library Aide, Youth Services 

Level:     3 

 

JOB SUMMARY: 

The Youth Services Library Aide supports the Department Head in helping to fulfill the library’s 

mission by assisting patrons (primarily children from birth to age 17 and their caregivers) in the 

use of the library and  by planning and implementing events and activities.    

  

SUPERVISION RECEIVED: 

Works under the general supervision of the Head of Youth Services. In the absence of this 

person, the Youth Services Library Assistant, Librarian on duty or Library Director is the 

supervisor. 

 

SUPERVISION EXERCISED: 

The Youth Services Library Aide  is responsible for the operation of the Children’s Room and 

Teen Room in the absence of the Head of Youth Services.  This may involve supervision of the 

Youth Services Page/Aide and any volunteers assigned to the Youth Services department. 

 

MAJOR DUTIES AND RESPONSIBILITIES: 

1. Assists patrons in locating library materials, answering questions, providing  

            reader’s advisory; provides express check-out and circulation duties as needed.  

2.  Assists patrons with the use of online library catalog, the library’s subscription databases, 

downloadable materials, and eReaders and other electronic devices.  

3.  Assists other Youth Services staff in keeping the Youth Services department collection 

and all areas of the department in order including, but not limited to, shelving materials 

and shelf-reading. 

4. Collaborates with other Youth Services staff to develop and implement events, classes 

and workshops from birth through high school age; may assist other Youth Services staff 

with planning and providing services and events to “new adult” patrons. 

5. Creates flyers, brochures and displays for programs and to promote library programs and 

services under the direction of the Head of Youth Services. 

6.  Assists the Head of Youth Services with collection development and maintenance. 

7.  Collects department statistics including reference, material inventory and event 

attendance.   

8. Supervises the lower level of the library in the absence of the Head of Youth Services, 

including the opening and closing of the Children’s Room. 

9. Participates in other outreach opportunities as requested by the Head of Youth Services or 

in their absence, the Director. 

10.  Participates in staff and committee meetings as needed. 

11.  Prepares book and audiovisual displays to promote library materials. 

12.  Supervises teen and community volunteers as needed. 

13. Under the guidance of the Head of Youth Services, selects and maintains materials for the  

 children's collection using approved methods. 



14. Under the direction of the Head of Youth Services, creates flyers, brochures and displays  

 for programs and to promote library programs and services.  

15. Performs other duties as required to help insure the smooth operation of the department. 

 

PHYSICAL DEMANDS: 

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

to bend and stoop, 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: 

This position requires a high school diploma or equivalent; some college preferred.  One year in 

a library setting with specialized knowledge and experience preferred.  Requires experience with 

computers. Knowledge of children's and teen literature preferred; experience with children and 

teens preferred.  Artistic and creative skills are also desirable.     

 

KNOWLEDGE, SKILLS AND ABILITIES: 

1. A friendly and open manner when relating to caregivers and children. 

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 both 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 schedule will be comprised of a combination of 

days, evenings, and weekends and requires some flexibility in scheduling.  

 

 

 


