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CITY OF SUN PRAIRIE
JOB DESCRIPTION

Pagell

DEPARTMEN

Library CLASSIFICATION: AFSCME Union

REPORTS TO:  Techrical Services Librarian REVISION DATE: January 15, 2004

GENERAL PURPOSE:

‘Ensures that patrons are able to promptly locate various library material by taking returned books,
audiovisual materials, magazines and newspapers and placing th items i the proper location on the
proper shelf

ESSENTIAL JOB FU

TIONS

Performs alpha-numeric sortng tasks.
Sorts and armangeslirary material for shelving and shelves them n proper order:
Monitors shelves for neatness and correct shelving order.

Empies bookdrop.

Assists with ibrary programs and displays

Assists patrons with brary equipment

Refers non-directional questions to appropriate staff members

Steaightens and picks up library.

Assists with opening and closing the irary

Retreves and processes items loaned to other ibraries for interloan
Processes,repairs and reconditions ibrary materials for circulation

Searches for tems lsted on reports.

Performs other dutis as required.

REQUIREMENTS OF THE WORK:

« Abiiy 10 understand and perform routine library procedures.
« Abliy to communicate effectvely with staff and public.
« Abiliy 10 sort efficently in alphabetic or numeric order, and to develop a working understanding of
the Dewey Decimal and other systems of ibrary materals amrangement
Abilty to maintain  regular work schedule
Abilty t0 use basic search srategies in the LINK system

SPECIAL REQUIREMENTS:

« Effectively communicate ideas and information both in written and oral form,
« Abilty 10 read and understand information contained in memorand, reports, and bullti, etc





image2.png
« Abiiy to comprehend and follow instructions from supervsor, verbally and in writien form.
« Efctively setprioites in order to meet assignment deadlines.

WORK CONDITIONS AND PHYSICAL REQUIREMENTS:

“This work i performed in an offce environment but does involve ifing or carrying up to 50 pounds.
and pushing and pulling objects on wheels weighing 60-80 pounds. Flexible work hours with frequent
evening and weekend hours.

APPROVED BY:

o) ) ?JM fahs

Department Head Date

7 o spd
" Resourses recior Be
Y,
ity Admffustrator Date

‘The above i intended to describe the general content of the requirements for the performance of this
job. It not to be construed a5 an exhaustiv statemen of dutie, responsibiles or requirements.





