Library Tech Staff Part-Time Job Description

Hours: 14-20 hours per week with 3-6 hour rotating shifts during regular hours
varying between 9am-7pm (with at least one evening to 6pm or 7pm) & Saturday
rotation

Position Summary:

Position performing as part of a team providing excellent customer service to all library
patrons. Jobs will include, but not limited to, clerical, technical support, event
planning support, organizing, and other library related jobs along with scheduled
evenings and weekends as needed.

Duties & Responsibilities:

1.

8.

9.

Must have excellent customer service, prioritize patrons, check in and check
out materials, perform all circulation desk procedures.

. Assist patrons in locating books, information, online library access catalogs, e-

services, and more.
Flexibility to adapt to library needs and schedules.

. Must be willing to open and close library as scheduled and as needed. Provides

library services without assistance when scheduled.

Perform basic PC troubleshooting.

Help with planning and hosting library events, provide monthly library
programming support, must support, plan, and assist in summer reading, help
and plan adult & kids crafts.

Ability to shelve library materials, reads and straightens shelves, able to use
label maker and be organized, assist in organizing in the library sections
(nonfiction, fiction, etc.), able to sort efficiently in alphabetic and number order,
particularly with regard to decimal numbers.

Maintain periodical collections. Monitor, maintain, and prepare rotating and
traveling collections and library deliveries.

Ability to produce reports for statistics, weeding, and other library purposes.

10.Catalogs and processes all types of library materials.
11.Help create letters, lists, flyers, signs, social media posts, website updates, etc.

as needed

12.Assists in recommending selections of materials and deselection of materials.
13.Able to have good communication skills with other staff members and patrons.

Must be kind and gracious and prioritize patrons and their needs.

14.Must be able to take direction, take constructive feedback, and implement what

is best for the library per the direction of the Director and the Library Board.

15.Ability to learn new technology and effectively use it to perform assigned duties.
16.Carries out library policies and procedures.
17.Keeps work areas neat and orderly.



Examples of work performed:
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Assists and prioritizes the front desk and customer service

Arranges materials on book carts and re-shelves materials in proper order.
Empties book drops and able to check in & check out materials.

Answers telephone and provide customer service to patrons of all ages within
guidelines and policies.

Able to process and mend library materials.

Perform circulation desk procedures, such as but not limited to, checking in
and out materials, creating library cards, collecting money for copies, making
copies, placing holds for patrons, searching for library materials, resolving lost
and overdue items, answering phones calls, etc.

. Plan, assist, backup, and run library events and programs.
. Able to clean up and keep the library organized and tidy.
. Assists with record-keeping and maintains public postings.

Essential Knowledge & Skills

1.

Self-motivated and goal oriented.

2. Good interpersonal skills and ability to maintain and foster cooperative and
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courteous working relationships with staff, trustees, and the public.

. Ability to effectively present information and respond to questions from staff,

trustees, and the general public.

. Ability to identify problems and opportunities, review possible alternative

courses of action and utilize information and resources for decision-making
purposes.

. Ability to maintain confidentiality of library patrons’ information & records of

patrons, staff, library, and city.

Good writing & speaking skills. Ability to communicate & exhibit respect,
kindness, and sensitivity to people of all ages, co-workers, and all staff
Ability to do accurate, detailed work.

. Ability to remain calm under demanding circumstances.

Physical Requirements:
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Ability to work in confined spaces. Standing

Bending/twisting and reaching. Pushing and pulling, etc.

Fingering: keyboarding, writing, filing, sorting, shelving, and processing.
Lifting and carrying: 50 pounds or less. Sitting, standing, walking, climbing,
stooping, kneeling, and crouching.

Position Accountability: Reports to Library Director



