Job Title:  Children’s Librarian 
Department:  Library

Reports to:  Library Director

Employed by:  Village

Hours:  35 hours per week

BASIC FUNCTIONS:
Under general supervision, works with library patrons directly or indirectly,  (May have some decision-making responsibilities). May have supervisory and decision-making responsibilities. Assists in performing the clerical operations of the library.  In charge of Summer Reading Program and Story Times. Shall do such duties as the library director subscribes.

SPECIFIC FUNCTIONS
1. Performs circulation desk procedures, such as checking in and checking out      materials, registering patrons, issue cards, and colleting fines and calling and          sending over due notices.  Collects and organizes statistics.  Conducts library services       and programs in the area of responsibility with children’s services.
2. Assists in plans with special interest displays, programs and projects.

3. Processes inter library loan requests.

4. Gives reference and reader’s advisory service and other patron assistance

5. Assists patrons with internet and computer software.

6. Does computer maintenance and install updates.

7. Checks in deliveries of loan materials.  Processes loaned materials.  

8. Checks and fills the hold lists.

9. Does data keyboarding and filing

10. Processes, repairs and reconditions library materials

11. Assists with inventory and does weeding of collection

12. Shelves collection

13. Reads shelves to keep materials in proper order.
14. Performs repairs and reconditions library materials.

15. Performs other related work as required.

KNOWLEDGE AND ABILITIES
1. Considerable knowledge of library operations, services and materials.

2. Ability to direct and supervise the work of others

3. Ability to communicate effectively with staff and public and maintain effective public relations.

4. Ability to maintain confidentiality of library patron information.

5. Ability to operate library machines properly and use computer software and manage computerized files.

6. Working knowledge of English grammar and spelling.

7. Willingness to keep pace with changing technologies.

PHYSICAL DEMANDS OF THE POSITION:

1. Sitting, standing, walking, climbing and stooping.

2. Bending, twisting and reaching.

3. Talking and hearing; use of telephone.

4. Far vision at 20 feet or further; near vision at 20 inches or less.

5. Lifting and carrying: 50 pounds or less.

6. Handling: processing, picking up and shelving books

7. Fingering: typing, writing, filing, sorting, shelving and processing.

8. Pushing and pulling: objects weighting 60-80 pounds on wheels.

9. Mobility: travel to meetings outside the library.  A valid driver’s license is required

MENTAL REQUIREMENT:

1. Communication skills: effectively communicate ideas and information both in written and oral form.

2. Reading ability:  effectively read and understand information contained in reports and bulletins.

3.   Ability to comprehend and follow instructions:  effectively follow instructions from supervisor, verbally and in written form.

4. Decision-making:  evaluate or make independent decisions based upon experience knowledge or training, without supervision.

5. Mathematical ability:  calculate basic arithmetic problem (addition, subtraction, multiplication, division) without the aid of a calculator.

6. Time management:  set priorities in order to meet assignment deadlines.

 ENVIROMENTAL WORKING CONDITIONS:
1. Inside work environment.

2. Flexible work hours:  frequent evening and weekend hours.

EQUIPMENT USED:

Computer, copy machine, fax machine, typewriter, calculator, telephone CD-ROM computer, printer, microfilm reader/printer, audio-visual equipment and software programs.

EDUCATION EXPERIENCE:

1. Prefer college degree but will accept high school diploma or GED from the right candidate. 
2. General office experience

3. Two or more years experience working with the public

4. Library experience. (or equivalent helpful)

5. Management and supervisory experience or two years of progressively more responsible management experience.
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