 (
CI
T
Y
 
OF
 
S
U
N
 
PR
AI
RI
E
 
J
O
B
 
DESC
R
I
P
T
I
O
N
) (
Assi
s
t
a
nt
 
Ci
rc
u
la
ti
on
 
M
a
n
ag
e
r
) (
DE
P
A
R
T
MENT:
 
L
i
b
rary
CLAS
S
I
F
IC
A
TION:
 
N
on-Union
) (
RE
P
ORTS
 
T
O:
 
C
irculat
i
on Man
a
ger
REVISION
 
DATE:
 
O
c
tober
 
21, 2011
) (
P
A
Y
 
GR
A
DE:
 
Nonun
i
on 
Pa
y
 
Plan G
r
ade
 
5
) (
G
ENER
A
L
 
P
UR
P
OS
E
:
) (
Ensur
e
s
 
that
 
l
i
bra
r
y mat
e
ri
a
ls
 
are
 
provi
d
ed
 
for
 
l
i
b
r
a
r
y p
a
trons
 
prompt
l
y and
 
ef
f
icient
l
y 
b
y
 
as
s
ist
i
ng
 
with
 
the
 
d
a
y
-
t
o-d
a
y
 
a
ctiviti
e
s
 
of
 
the
 
l
ibra
r
y
 
f
o
r
 
ci
r
culation
 
s
u
pport
 
services.
 
Serv
e
s for
 
the Ci
r
culation 
M
ana
g
er in his/her
 
ab
s
en
ce
.
) (
E
S
S
E
N
T
IAL
 
JOB
 
F
U
N
CTIONS:
) (
Or
ga
ni
z
e 
a
nd supervise
 
wo
r
kflow 
f
or cir
c
u
l
ation of libr
a
r
y
 
mat
e
rials.
Assist 
i
n the hirin
g
, tr
a
inin
g
, supervising, s
c
h
eduling
 a
nd
 
ev
a
luation of
 
circul
a
tion
 
staff.
Ov
e
rsee
 
the
 
d
a
y
-to-
d
a
y
 
a
c
tivi
t
ies
 
of
 
the
 
l
i
b
r
a
r
y
,
 
handling
 
emergen
c
ies
 
an
d
 
problems
 
with patrons.
Supervise the h
a
ndli
n
g
 
o
f
 
dama
ge
d 
o
r parts missing
 
materials and 
w
ith ot
h
er p
r
oblem
 
materi
a
ls.
Supervise
 
oute
r
-libra
r
y
 
l
oan.
Proctor 
e
x
ams for
 
independent stu
d
y
 
pr
o
gr
a
ms.
 
Supervise
 
op
e
ni
n
g
 a
nd 
c
l
osing of
 
building.
Assist patrons with datab
as
e sear
c
h, 
r
ea
d
er 
a
dvis
o
r
y
,
 
r
ea
d
y
 
r
e
fer
e
n
ce and 
h
omebound
 
servi
ce
.
Assist
 
with cov
e
ra
g
e
 
o
f the Childr
e
n
’
s and
 
I
n
fo
r
m
ation Desks, as need
e
d.
 
Particip
a
te in continuing edu
ca
tion pr
o
g
rams.
Maintain the 
c
onfid
e
ntia
l
i
t
y
 
of libr
a
r
y
 
re
c
ords.
Maintain conta
c
t with other d
e
p
a
rtment per
s
on
n
el, South 
C
entr
a
l
 
L
ibra
r
y
 
S
y
s
tem and
 
D
a
ne
 
Coun
t
y
 
L
i
b
r
a
r
y
 
S
y
stem.
) (
REQUIREMENTS
 
OF
 
THE
 
W
O
R
K
:
) (
Consid
e
r
a
ble kno
w
le
d
g
e
 
of libr
a
r
y
 
methods 
a
nd p
r
oc
e
dur
e
s
 
and 
a
bili
t
y
 
to
 
a
pp
l
y
 
them
 
to libra
r
y
 
o
p
er
a
tions.
K
e
y
bo
a
rdi
n
g and 
c
onsiderable kno
w
le
d
ge of o
f
fi
c
e pro
c
e
d
u
res.
)
 (
Kno
w
le
d
g
e
 
of automated
 
s
y
stems,
 
I
nt
e
rn
e
t, com
p
uter
 
softw
a
re and 
h
ardw
a
r
e
.
Abili
t
y
 
to w
o
rk with staff and public in pe
r
son or on the telephone
 a
nd 
m
aintain
 
ef
f
ective public 
r
e
l
ations.
Abili
t
y
 
to maintain neat 
a
nd a
cc
u
r
ate 
f
iles
 
and rec
o
r
d
s.
Abili
t
y
 
to 
w
rite, imp
l
emen
t
 and tr
a
in staff
 
on p
r
oc
edur
e
s.
Abili
t
y
 
to w
o
rk indep
e
n
d
ent
l
y
, organi
z
e 
a
nd p
r
ior
i
t
iz
e wo
r
k.
 
Kno
w
le
d
g
e
 
of effe
c
tive 
s
upervision.
Abili
t
y
 
to 
r
espond to v
a
r
i
ed or 
c
h
a
n
g
i
n
g work d
e
m
ands 
a
nd make
 
d
e
c
isions.
 
Kno
w
le
d
g
e
 
of empl
o
y
ment
 
laws and
 
safe
t
y
 
r
e
qui
r
ements.
Kno
w
le
d
g
e
 
of b
u
ildi
n
g
 
s
y
s
tems, 
i
ncludi
n
g
 
se
c
u
rity
 
s
y
stem.
 
Two or
 
more
 
y
ears of co
l
leg
e
.
Two or
 
more
 
y
ears of
 
pr
o
g
ressive
l
y
 
re
sponsible 
p
ubl
i
c libr
a
r
y
 
e
x
peri
e
nce.
L
ib
r
a
r
y
 
c
o
u
rse wo
r
k in 
b
asic libr
a
r
y
 
p
r
a
c
tic
e
s, s
u
c
h as or
ga
ni
z
ation of materials and
 
information s
e
rvi
ce
s.
Abili
t
y
 
to t
r
av
e
l to meet
i
n
g
s outside the libr
a
r
y
.
) (
WORK
 
CON
D
ITIONS
 
AND
 
P
HYSICAL
 
REQUIREMENTS:
) (
This
 
wo
r
k
 
is
 
pe
r
fo
r
med
 
i
n
 
an
 
off
i
ce
 
environme
n
t
 
but
 
does
 
involve
 
l
i
fting
 
or
 
c
a
r
r
y
i
n
g
 
up
 
to
 
50
 
pounds
 
and
 
pus
h
i
n
g
 
and
 
pul
l
ing
 
objects
 
on
 
whe
e
ls
 
w
e
i
g
hi
n
g
 
6
0
-80
 
pounds.
 
S
i
t
t
in
g
,
 
standing
 
for
 
long
 
p
e
riods
 
of
 
t
i
me,
 
walkin
g
,
 
climbing
 
and
 
stoopin
g
.
 
B
endi
n
g
/twist
i
ng
 
and
 
r
eac
hi
n
g
.
 
Talki
n
g
 
and
 
h
eari
n
g
;
 
use
 
of
 
the
 
t
elep
h
one.
 
Flexib
l
e
 
work
 
hours
 
with
 
f
re
qu
e
nt
 
ev
e
ni
n
g
 a
nd 
w
e
e
k
e
nd h
o
urs.
) (
APPROVE
D
 
BY:
) (
D
e
p
a
rtment 
H
e
a
d
D
a
te
) (
Human Resou
r
ces Director
D
a
te
) (
Ci
t
y
 
Administrator
D
a
te
) (
The
 
abo
v
e
 
is
 
i
ntend
e
d
 
to
 
describe
 
the
 
general
 
content
 
of
 
the
 
r
e
qui
re
ments
 
for
 
the
 
per
f
o
r
ma
n
ce
 
o
f
 
th
i
s
 
job.
 
I
t
 
is
 
not
 
to
 
b
e
 
construed
 
as
 
an
 
e
x
haustive
 
stat
e
ment
 
of
 
duties,
 
r
e
sponsibili
t
ies or 
r
equirements.
)
