Village of McFarland

Position Description

Shelver II
	Classification Title:  Shelver II
	Department:  Library

	Reports To:  Library Director and  Library Assistant II

	FLSA:  Exempt

	Date Revised: 
	


POSITION SUMMARY –
Distinguishing Characteristics of the Class

This position is responsible for shelving, transporting, retrieving library materials, assisting Circulation Desk staff with other assigned tasks and serving as a substitute for the Circulation Desk staff.
Supervision Received

Works under the general supervision of the Library Director and Library Assistant II. 
Supervision Exercised

None
DESCRIPTION OF WORK

Essential Duties and Responsibilities

Under minimal supervision, performs the following:

· Empties book drops.

· Accurately sorts, transports and shelves library materials.

· Shifts and straightens materials as necessary.

· Scans materials for accurate order, following assigned schedule (shelf-reading).

· Searches for and retrieves materials.

· Provides directional information to patrons; refers non-directional questions to desk staff.

· Maintains neatness in public areas. 

· Assists with light housekeeping and walkway maintenance.

· Assists with training of new Shelvers as directed.

· Performs other related work as assigned by supervisors.
· Performs circulation desk procedures, such as checking materials in and out, processing holds and collecting fees.

Equipment Used
Book trucks (carts) for transporting materials; stepstool.

Work Environment and Working Conditions

Works in normal office setting with moderate noise levels. 
TECHNICAL REQUIREMENTS

Knowledge of

1. Thorough comprehension of alphabetical and numerical sequencing.

2. Excellent customer service manner and interpersonal skills.

3. Do keyboarding, basic proficiency in MS Office applications, and filing

4. Understand and follow detailed written and verbal instructions.

5. Able to follow library procedures both written and verbal
Ability to

· Maintain confidentiality of patron information.

· Dependability, punctuality, good attendance and good work habits.

· Ability to work quickly and accurately 

· Ability to set priorities to meet assignment deadlines.

· Ability to read and understand information.

· Ability to communicate well verbally and in writing with staff and patrons.

· Ability to adapt to frequent changes in the work environment.

· Carry out tasks with a minimum of direction and supervision.
· Accurately execute tasks requiring an exceptional level of detail.  
· Standing and walking; very little sit down work.

· Physical agility and ability to bend, reach, lift, carry heavy materials and push heavy book carts.

· Maintain and foster a cooperative and courteous working relationship with the public and peers.

· Good vision to read a variety of labels and written instructions.
GENERAL COMPETENCIES

While performing the duties of this job, the employee is required to accomplish all of the tasks routinely associated with the performance of administrative support functions.  In addition, the employee must be able to satisfy the following competency requirements.

· ANALYTICAL SKILLS: Identify problems and opportunities; review possible alternative courses of action before selecting one; utilize information resources available when making decisions.

· COMMUNICATION SKILLS: Communicate ideas and information effectively in both written and oral form.

· PROBLEM-SOLVING SKILLS: Develop feasible, realistic solutions to problems; recommend actions designed to prevent problems from occurring; refer problems to supervisor when necessary.

· PLANNING AND ORGANIZATIONAL SKILLS:  Establish systematic methods of accomplishing goals.

· READING ABILITY:  Effectively read and understand information contained in memoranda, reports, technical manuals, bulletins, and financial documents.

· ABILITY TO COMPREHEND AND FOLLOWINSTRUCTIONS:  Effectively follow verbal and written instructions from supervisor.

· ORGANIZATIONAL SKILLS: Establish systematic methods of accomplishing goals.

· READING ABILITY: Effectively read and understand information contained in memoranda, reports, technical manuals and bulletins.

· ABILITY TO COMPREHEND AND FOLLOW INSTRUCTIONS: Effectively follow verbal or written instructions from supervisor.

· TIME MANAGEMENT SKILLS: Set priorities in order to meet assignment deadlines.

DESIRED QUALIFICATIONS

Minimum age of 18.
Previous work experience in retail, office or library preferred.

NOTES


1.
The job duties listed herein are intended only as illustrations of the types of work that may be performed.  The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position.


2.
The work environment characteristics and physical demands described herein are 



representative of those that the employee encounters or must meet while performing the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


3.
The job description does not constitute an employment agreement between the employer and employee and is subject to change by the employer as the needs of the employer and requirements of the job change.

I hereby acknowledge that I have received a copy of and do understand the requirements of this position description.


 Employee Signature

                                Library Director Signature
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