KILBOURN PUBLIC LIBRARY, WISCONSIN DELLS
JOB TITLE: Library Assistant

HOURS OF WORK/SALARY: 

· Full-time (40 hours) hourly position

QUALIFICATIONS:

· A bachelor’s degree is required. Prior library work experience or coursework is preferred.  Applicants must have a valid driver’s license. Knowledge and experience with computers, software, internet, website maintenance and social media preferred.  Bilingual is a plus. 
JOB SUMMARY:

· Under the direct supervision of the Library Director, the library assistant performs paraprofessional work serving library patrons directly or indirectly.  He/She assists in the collection management duties which include adult fiction, large print, books-on-cassette and CD, compact disc collections, video and DVD collections.  Provides adult reference and reader’s advisory services.  Performs computer services including the Internet.  Performs all duties associated with the bookmobile including driving. Supervises the library in the absence of the Library Director and the Assistant Director.

KNOWLEDGE, SKILLS AND ABILITIES:

· Working knowledge of library methods and procedures.

· Working knowledge of the computer’s software applications and the Internet for library services.

· Ability to communicate effectively with staff and public in person and on the phone.

· Working knowledge of basic keyboarding and filing procedures.

· Willingness to maintain skills in above mentioned areas through active participation in appropriate continuing education experiences.

· Working knowledge of English grammar and spelling.

· Ability to operate library equipment properly.

· Ability to work independently.

· Supervisory and decision-making abilities.

· Ability to use the Internet to locate information
· Valid driver’s license
JOB RESPONSIBILITIES:

A. PUBLIC RELATIONS
· Assist with library programs and displays.

B. COLLECTION, EQUIPMENT AND FACILITIES CARE AND MAINTENANCE:

· Performs circulation desk procedures, such as checking in and checking out materials, registering patrons, putting away materials and collecting fines in the library and on the bookmobile.
· Catalogs all types and levels of materials.

· Checks in interlibrary loan materials delivered by South Central Library System.

· Processes Inter Library Loan Requests.
· Provides reference and general assistance.
· Perform all duties associated with the bookmobile including driving, loading and unloading carts, inventory, stocking and staffing.

· Orders library materials selected by Library Director and Youth Services Coordinator.

· Provides information and recommendations that can be used for material selection.

· Keeps a record of patron requests for materials not currently in the library.

· Assists in the updating of library procedures.

· Collects and organizes statistics.

· Does word processing and filing

· Processes, withdraws, repairs, or reconditions library materials.

C. OTHER DUTIES:

· Performs other duties and participates in library special projects as assigned.
· Assists in monitoring computers, access to computer applications and the Internet.
· Performs light housekeeping duties.
· Sorts and routes mail.
PHYSICAL DEMANDS OF THE POSITION:

· Hearing and speaking to patrons, staff and telephone callers.
· Sitting, standing, walking, climbing, stooping, bending, twisting and reaching.
· Far visions of twenty (20) feet or farther; near vision at twenty (20) inches or less.
· Lifting and carrying; fifty (50) pounds or less.
· Handling, processing, picking up and shelving books.
· Pushing and pulling objects weight sixty to eighty (60-80) pounds on wheels.
· Mobility; travel to meetings outside the library.
· Driving the bookmobile.
· Operating lift & safety straps on bookmobile.
MENTAL REQUIREMENTS:

· Communication skills: effectively communicate ideas and information both in written and oral form.
· Reading ability: effectively read and understand information contained in memoranda, reports and bulletins.
· Mathematical ability: calculate basic arithmetic problems (addition, subtraction, multiplication, division) without the aid of a calculator.
· Time management: set priorities in order to meet assignment deadlines.
· Problem-solving skills: develop feasible, realistic solutions to problems; recommend actions designed to prevent problems from occurring; refer problems to supervisor when necessary.
· Analytical skills: identify problems and opportunities; review possible alternative courses of action before selecting one; utilize information, resources available when making decisions.
· Driving skills: ability to operate bookmobile safely.
ENVIRONMENTAL WORKING CONDITIONS:

· Inside work environment.
· Outdoor work environment on bookmobile.
· Days, nights and weekend hours.
EQUIPMENT USED:

· Computer, calculator, copy machine, microfilm/fiche reader, fax machine, telephone, cash register, CD equipment, printers, projectors, cassette players, cameras, and other types of audio-visual equipment.
JOB PERFORMANCE STANDARDS:

Evaluation of the position will be based primarily on performance of the preceding requirements and duties.  Examples of job performance criteria include but are not limited to the following:
· Performs assigned duties

· Handles library materials with care and diligence.

· Adheres to state law influencing the duties and responsibilities of the position

· Provides useful and cooperative assistance to patrons.

· Works well independently.

· Maintains and submits accurate and timely records.

· Displays consideration and cooperation when dealing with the public.

· Observes work hours.

· Demonstrates punctuality.

· Establishes and maintains effective working relationship with fellow employees, supervisors, and the public.
BEHAVIOR AND ATTITUDE:

The mission and philosophy of the City of Wisconsin Dells including the Kilbourn Public Library requires this position to be performed in both a professional and personable manner.  The manner in which the employee relates to fellow employees and visitors is considered parallel in importance to technical knowledge and ability.  Respect and consideration given to the dignity of each visitor and fellow employee is a requisite of successful job performance.  In addition, confidentiality of City and Library business must be maintained.  
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