 (
CI
T
Y
 
OF
 
S
U
N
 
PR
AI
RI
E
 
J
O
B
 
DESC
R
I
P
T
I
O
N
) (
L
ib
r
a
r
y
 
Assist
a
n
t
 
I
:
 
Cir
c
ul
a
t
ion
 
C
l
e
rk
) (
DE
P
A
R
T
MENT:
) (
L
ib
r
a
r
y
) (
RE
P
ORTS
 
T
O:
) (
H
ea
d of Cir
c
u
l
ation
 
Ser
v
ice
s
) (
G
ENER
A
L
 
P
UR
P
OS
E
:
) (
Ensur
e
s
 
tha
t
 
all
 
cir
c
ulat
i
on
 
pol
i
cies
 
and
 
p
ro
ce
d
u
r
es
 
a
r
e
 
i
m
plemented
 
and
 
a
dh
e
r
e
d
 
to
 
with
 
attention to detail and 
e
q
ui
t
y
. Assists 
l
ibra
r
y
 
p
a
tr
o
ns with
 
a
cce
ss to inf
o
rm
a
t
i
on with
i
n the
 
libra
r
y
.
) (
E
S
S
E
N
T
IAL
 
JOB
 
F
U
N
CTIONS:
) (
Per
f
o
r
ms circulation de
s
k pro
ce
du
r
es, such 
as
 
checking
 
in and
 
checking
 
o
u
t 
m
ate
r
ials,
 
re
g
isteri
n
g
 
p
a
trons 
a
nd
 
c
ol
l
e
c
ting
 
f
ines.
Re
ce
ives, p
r
o
cesses and
 
ships
 
outerlibr
a
r
y
 
loan 
m
ate
r
ials.
 
Proc
e
sses d
a
i
l
y
 
holds q
u
eue.
Tr
ac
ks overdue
 
and lost items.
W
i
t
h te
c
hnic
a
l se
r
vic
e
s, 
t
r
ac
ks a
n
d
 
reports 
d
am
a
g
e
s to 
l
ibrary
 
items.
 
Assists patrons with the oper
a
tion of libra
r
y
 
e
qu
i
pment.
O
r
d
e
rs
 
cir
c
ulation suppl
i
es as n
e
e
d
ed.
Prep
a
r
e
s, up
d
ates, 
a
nd 
m
aintains patron 
c
ards 
a
nd
 
a
cc
ount info
r
m
ation.
 
Maintains the 
c
onfid
e
nti
a
l
i
t
y
 
o
f libr
a
r
y
 
r
e
c
o
rds.
) (
REQUIREMENTS
 
OF
 
THE
 
W
O
R
K
:
) (
W
orking
 
knowl
e
d
g
e
 
o
f libra
r
y
 
methods 
a
nd 
p
rocedur
e
s.
Abili
t
y
 
to o
pe
r
a
te lib
r
a
r
y
 e
quipment prop
e
r
l
y
. Some pr
e
vious libr
a
r
y
 
wo
r
k 
e
x
peri
e
n
c
e
 
is pref
e
rred.
Abili
t
y
 
to
 c
ommunic
a
te ef
fe
ctiv
e
l
y
 
with staff and
 
publ
i
c in pe
rs
on or on the
 
telephon
e
.
I
nt
e
rmediate
 
kn
o
wle
d
g
e and e
x
peri
e
n
c
e with des
k
top computer h
a
rdware 
a
nd
 
softw
a
re
 
includi
n
g web 
b
ro
w
sers, 
e
m
ail, of
f
ice
 
s
o
f
twar
e
, and 
h
andh
e
ld s
c
a
n
ners.
K
e
y
bo
a
rdi
n
g and
 
g
ener
a
l
 
of
f
ice e
x
peri
e
n
c
e 
w
ith 
c
o
p
y
 
machine, 
fa
x
 
ma
c
hi
n
e,
 
telephon
e
, printe
r
s
 
and 
c
ash re
g
isters.
Hi
g
h sc
h
ool diplo
m
a or GED.
 
W
orking
 
knowl
e
d
g
e
 
o
f E
n
g
lish gr
a
mmar 
a
nd spellin
g
.
 
W
i
l
l
i
n
g
n
e
ss to maintain 
s
kills 
i
n above-mentioned 
a
r
e
a
s thro
u
g
h
 
a
c
tive 
p
art
i
cipation
in app
r
opri
a
te libra
r
y
 
skil
l
s learning
 e
x
peri
e
n
ce
s.
)
 (
S
P
ECI
A
L
 
REQUIRE
ME
NTS:
) (
Eff
e
c
tive
l
y
 
c
ommunicate
 
ide
a
s and info
r
mation b
o
th 
i
n written 
a
nd or
a
l form.
Abili
t
y
 
to 
r
e
a
d
 
and
 
understand information cont
a
i
ned in memor
a
nd
a
,
 
r
e
po
r
ts, and
 
bulletins, etc.
Abili
t
y
 
to
 c
ompr
e
h
e
nd
 
a
nd follow instructions f
r
om superviso
r
, v
e
r
b
al
l
y
 
a
n
d in
 
w
r
itten fo
r
m.
) (
WORK
 
CON
D
ITIONS
 
AND
 
P
HYSICAL
 
REQUIREMENTS:
) (
This
 
wo
r
k
 
is
 
pe
r
fo
r
med
 
i
n
 
an
 
off
i
ce
 
envi
r
onm
e
nt
 
but
 
does
 
invo
l
ve
 
l
i
fting
 
or
 
c
a
r
r
y
i
n
g
 
up
 
to
 
50
 
pounds
 
and
 
pushi
n
g 
a
nd
 
pul
l
i
n
g objects
 
on
 
whe
e
ls
 
we
i
g
hi
n
g 6
0
-80
 
p
ounds.
 
Fle
x
ib
l
e
 
wo
r
k hour
s
 with f
r
equ
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.
) (
J
:
\
Hum
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