LIBRARY ASSISTANT III – CIRCULATION & CATALOGING

Definition:
Library Assistants III are trained in one or two areas for specific help.  They mainly provide assistance with time consuming repetitive projects, such as overdue billing, hold processing, covering books, copy cataloging, and assisting patrons at the Circulation desk.
Distinguishing Characteristics:
Works under the general supervision of the Circulation Librarian.
Performs a variety of general library procedures related primarily to circulation services.
[bookmark: _GoBack]Has access to a limited amount of confidential information.
Errors could result in reduced levels of library service, and adverse public relations.
Moderate physical effort required in performing duties under typical library conditions.
Examples of Work:
The following are examples of work that may be performed in this position.  The lack of inclusion here does not mean that you will not be asked to perform other, related duties.
Checks materials in and out at the Circulation desk; registers new patrons; files and prepares overdue bills for mailing; sorts and shelves library materials.
Assists patrons with initial information referral and locating materials; shows patrons how to use the online catalog; helps patrons with copy machine and other library equipment.
Performs data entry and information retrieval on the computer.
Recommended Minimum Qualifications:
High School diploma with six months of public service experience, preferably in a library.
Hours:
14 hours per week, including evenings and Saturdays during the school year.
Compensation:
$9.43 per hour.
