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	SALARY RANGE

$13.17 Hourly

GENERAL DESCRIPTION:

This is entry-level, routine customer service, collection, and program support work in the Madison Public Library. Duties may include checking materials in and out using a computerized system, shelving, locating requested materials, helping customers access the Internet, loading, unloading and moving buckets of books; preparing materials for children's programs or collections, and responding to basic questions from customers regarding their accounts or how to access services or find items. The work is performed under the close supervision of a librarian or librarian assistant.

EXAMPLES OF DUTIES AND RESPONSIBILITIES:

Greet and welcome the public. Assist library customers to access the Internet. Answer basic questions regarding hours, events, and/or services.

Perform circulation-related clerical duties (e.g., check out and check in library materials, collect fines, issue and reissue library cards, process holds, retrieve materials, explain regulations and answer questions, maintain files and inventories, perform or oversee shelving functions and other circulation related activities as needed).

Shelve items according to a variety of library classification systems. Load, unload, sort, and move buckets of books and other media. Package, label, and put covers on new materials to be added to the collections.

Maintain a welcoming and attractive library environment. Restock displays of books and other media. Straighten furniture and push in chairs. Resupply and tidy print & copy center and public computing stations. Clean tables, dust shelves, and perform similar light custodial work. Pick up and straighten children's toys, craft supplies and play literacy materials.

Perform related work as assigned.

MINIMUM QUALIFICATIONS:

Knowledge, Skills and Abilities:
 
Knowledge of services provided by the public library, the role of the public library in the community, and the library's on-line catalog. Knowledge of standard library resources, including the Internet. Knowledge of and ability to use computer software applicable to the duties of the position. Ability to provide exceptional customer service, including exhibiting respect and sensitivity to a diverse clientele. Ability to work effectively with multi-cultural populations. Ability to deal courteously and consistently with library users and to establish and maintain effective public and working relationships. Ability to utilize personal computer technology and to instruct others in its use. Ability to communicate effectively both orally and in writing. Ability to understand and carry out written and verbal instructions. Ability to sort and shelve library materials. Ability to work independently and efficiently. Ability to provide information and directions in a clear, concise and tactful manner. Ability to perform cash handling functions effectively and accurately. Ability to maintain a positive and flexible approach to changing needs within the library and a changing information environment. Ability to maintain adequate attendance.
 
Training and Experience:
 
All applicants will be considered for the position. Depending on the number of applicants, random selection may be used to determine who moves forward to interview.

SPECIAL REQUIREMENTS:

Physical Requirements:
 
Employees in this position must be able to lift/carry objects weighing up to 50 pounds (equivalent to a bucket of books) frequently and must be capable of pushing wheeled carts of books and other materials weighing up to 200 pounds onto and off elevators and across carpeted areas for up to an hour, four times per day. In addition, they must be able to frequently stand, walk, bend, kneel, stoop, reach overhead, and repeatedly lift books weighing as much as three pounds for extended periods of time up to six hours.

APPROVAL:

Created and approved September, 2016. 

COMPENSATION GROUP/RANGE:

31/00 


