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CITY OF SUN PRAIRIE.
JOB DESCRIPTION

Pagel
DEPARTMENT:  Library CLASSIFICATION: Non-union
REPORTSTO:  Technical Services Librarian REVISION DATE: August 9, 2012

GENERAL PURPOSE;

Ensures access to ibrary materials by taking returned books, audiovisual materials, magazines and
newspapers and placing the items in the proper location on the proper shelf

ESSENTIAL JOB FUNCTIONS

Performs alpha-numeric sortng tasks
Sortsand armanges library materias fo shelving and shelves them i proper order.
Monitors shelves for neatness and correct shelving order.

Empies bookdrop.

Feeds mateials onto sorter.

Assists with lbrary programs and displays.

Assists patrons with lbrary equipment,

Refers non-directional questions to appropriate staff members,

Straightens and picks up library.

Assists with opening and closing the library.

Retreves and processes tems loaned to other libraries forintrloan.

Performs other duties as required

REQUIREMENTS OF THE WORK:

. Ability 0 understand and perform routine library procedures

o Abilty to communicate effectively with saff and publi.

« Abilty to sort efficiently in alphabetic o numeric order, and to develop a working understanding of
the Dewey Decimal and other systems of library materials arrangement

« Abilty to maintain a regular work schedule

WORK CONDITIONS AND PHYSICAL REQUIREMENTS:

“This work is performed in an office environment but does involve lifting or carrying up to 50 pounds
‘and pushing and pulling objects on wheels weighing 60-80 pounds. Flexible work hours with regular
evening and weekend hours.
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APPROVED BY:

Department Head Date
Tuman Resources Director Date
City Administrator Date

“The above isintended to describe the general content of the requirements forthe performance of this
Job. Itis not o be construed as an exhaustive statement of dutes, esponsibilitis or requirements,





