JOB DESCRIPTION
CITY OF ROCK VALLEY
════════════════════════════════════════════════════════════════════════════ 

JOB TITLE: Part-Time Assistant Librarian
════════════════════════════════════════════════════════════════════════════ 

DEPARTMENT/DIVISION: Library 
LATEST REVIEW DATE: 12/7/2018

 PREPARED BY: Nicole McCray 
────────────────────────────────────────────────────────────────────── 

JOB DUTIES 
────────────────────────────────────────────────────────────────────── 

GENERAL PURPOSE: 

Under the general direction of the Library Director, the Assistant Librarian monitors, supervises, and assists the users of the library based on set forth policies pertaining to locating library materials, technology and conduct; maintaining patron records, and is responsible for circulating and filing library materials according to proper procedures. 
SUPERVISION RECEIVED: 

This is a city position; therefore this position is at will and the employee works at the pleasure of the Library Director, the Library Board and the Rock Valley City Council.  The employee will work under the direction of the Library Director.  

PART-TIME ASSISTANT LIBRARIAN RESPONSIBILITIES: 
-Provide a high level of customer service at all times; project and maintain a positive image on behalf of the    City of Rock Valley with those contacted in the course of work.
-Represents the library to community by maintaining positive interactions with patrons and citizens of Rock Valley; also building rapport with city officials, and community organizations where it applies. 
-Responsible for treating all patrons equally and keeping all aspects of patron information and interactions confidential. 
-Check items in and out efficiently, including confirming the quality of materials as they are processed.
-Assist patrons with renewals, reserves, book requests and all aspects of the automated system.
-Ability to respond to patron inquiries and reference questions in a courteous and professional manner.
-Operate computerized library system.

-Register patrons for library cards and demonstrate a quick patron orientation of library.
-File materials efficiently and accurately.
-Make copies, scan, and send faxes.
-Repairs books as needed. 
-Recommend books to patrons upon request.

-Maintain a neat, well-organized appearance in the library and be sure all materials are in order.

-Bring awareness to patrons and the community of library services and programs.

-Answer the telephone within library’s stated goal of 3 rings and call patrons to notify of account status such as reserves or overdue materials. 
-Collect fines and fees.
-Able to educate and assist patrons with the library’s online public access catalog, Gale Resources, Transparent Languages, Credo, Bridges, OneClick Digital, Learning Express and Tumblebooks as well as social media sites.

-Become familiar with the Sioux County Newspaper archive site.

-Receive and handle complaints and problems.

-Effectively carry out work tasks and special assignments. 

-Follow procedures and pay close attention to detail. 
-Attends monthly staff meetings and training sessions for professional development.

-Establishes and implements personal short and long term performance goals.
-Tracks patron requests and recommendations.
-Holds Patrons accountable to library policies regarding circulation, overdue items, lost items, and borrowing privileges.
-Setting up the meeting room for events.
-Perform all duties and tasks in an accurate and professional manner as assigned by the Library Director.
KNOWLEDGE, SKILLS AND ABILITES REQUIRED
The individual must possess the following knowledge, skills and abilities or be able to explain and demonstrate that the individual can safely perform the essential functions of the job, with or without reasonable accommodation, using some other combination of skill and abilities.

· Knowledge of the Dewey decimal system.

· Ability to perform arithmetic and statistical calculation also including cash handling procedures.

· Ability to work effectively, independently and unsupervised.
· Ability to establish and maintain an effective working relationship with coworkers, city officials, the library board of trustees and the public.

· Familiarity with library materials and books appropriate for various ages and reading levels.

· Ability to implement library policies that allow for effective and efficient delivery of library services.
· Ability to exercise independent judgement and use resourcefulness and tact in solving problems.
· Knowledge of and ability to use Microsoft Office software for patron assistance, library projects, and communication.
· Ability to understand and carry out oral and written instructions.

· Ability to complete and pass on-line continuing education classes in technology, or other continuing education in technology, as necessary for performance of job duties.

· Ability to proficiently use standard office and library equipment, including circulation/catalog computer software, network computers, computer printers, photocopier, telephone, calculator, fax machine, computer software, and CD-ROM equipment.

────────────────────────────────────────────────────────────

QUALIFICATIONS 
────────────────────────────────────────────────────────────

1. Possess a valid Iowa driver’s license
2. Completion of High School, but prefer completion of at least 2 years of college.
3. Experience working in a library is preferred.
4. Must possess strong verbal and written communication skills.
5. Be detailed oriented; able to work independently and meet deadlines in a multi task environment.
6. Demonstration of friendly, high quality customer service both face to face and on the telephone.

7. Ability to remember and follow policies, procedures, and updated information.

8. Capable of using Microsoft Office and other computer software.
9. Understand safe work practices and procedures.
10. General knowledge of geography of the City.
11. Able to lift at least fifty pounds and physically shelve books.

12. Flexibility in availability for scheduling.
TOOLS AND EQUIPMENT USED: 

Computer, iPad, E-readers, copier, printers, fax, phone and mobile phone. 

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 frequently required to walk, sit, lift, bend, stretch, and talk or hear. The employee is occasionally required to use hands to finger, handle, feel or operate objects, tools, or controls; and reach with hands and arms. The employee is occasionally required to climb or balance; stoop, kneel, crouch, or crawl.

The employee must be able to lift stacks of books and occasionally lift and/or move up to 50 pounds; move boxes of books and meeting room tables, and chairs. 
SPECIAL REQUIREMENTS: 
Employee may work variable hours including evenings and weekends. Schedule and requirements are subject to change as library needs evolve.
WORK ENVIRONMENT: 

The work environment is fast paced, and requires a friendly demeanor, capability of moving books and setting up the meeting room. These are characteristics that an employee will encounter while performing the essential functions of this job. 
I have read the above terms, requirements and qualifications. With my signature, I acknowledge that I meet the qualifications and demands set forth for this position. With my signature, I also consent and authorize my willingness to adhere to the responsibilities required to maintain my position. 
Signature _______________________________________________
Date ________________  

