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JOB DESCRIPTION

Job Title:
Library Clerk
Department:
Library

Supervisor:
Library Director

Purpose
This support staff position is supervised by the Library Director.  The position requires considerable contact with the public.  This person assists the public by performing a variety of functions including, but not limited to circulation and registration, placing reserves and may perform basic reference services and assist patrons in finding materials to match reading interests.  A particular challenge of this position involves working with members of the public. 

Principle Duties
Provides exceptional customer service.

Contributes to the overall effectiveness of providing direct service to the public.
Serves patrons in a courteous and business-like manner.
Performs circulation desk routines including the following:
Checks materials in or out.
Collects fines and fees.
Answers directional and basic reference questions.
Answers circulation questions and deals with problem patrons.
Registers patrons in an accurate and timely fashion.
Works efficiently and accurately with library computer.
Assists patrons in finding materials to match reading interests.
May compile and report statistics.
Processes reserves and takes holds.
Performs opening and closing procedures.
Prepares materials for re-shelving.
Takes patron registrations and performs computer inquiries.
General clerical; answer telephone and route messages and filing.
Assists patrons with library equipment and related software (i.e. Copier, Microfilm
and Reader/Printer, Computers, Internet), troubleshooting, equipment and
collecting related usage fees.
Informing and enrolling patrons for reading programs, book discussion groups
and any other library sponsored programs.
Public relations duties as required.
May perform inter-library loan duties, including locating materials in-house or via
computer and then shipping same and maintaining related records.
Cleans and requests repair of library materials as needed.
Performs other work as required or assigned.
Knowledge, Skills and Abilities Required
Ability to learn general and library clerical methods and practices.
Ability to learn the general rules and regulations of the library systems.
Ability to learn library circulation procedures.
Ability to deal tactfully and courteously with the public; and to establish and
maintain effective working relationships with co-workers.
Ability to make minor decisions in accordance with library policies and
procedures.
Ability to assist other staff in various phases of library work.
Ability to sort and file alphabetically and numerically.
Experience with computers and other common office equipment.
Ability to read numbers and letters rapidly and accurately.
Ability to communicate effectively, both orally and in writing.
General computer and keyboarding skills.
Requires physical agility and strength to bend, reach, lift and carry (up to 25 lbs)
over 60% of the time; and extensive use of a computer terminal.
Ability to work with limited supervision
Ability to maintain composure in stressful work situation.

Working Conditions
Climate controlled environment.

NOTE
The above statements are intended to describe the general nature and level of work being performed by employees assigned to this positon.  They are not intended to be thought of as a complete list of all possible responsibilities, duties, and/or skills of all personnel so classified.  The “performs other work as required or assigned” statement is to be understood that it may be necessary to expand an employee’s duties and/or responsibilities on a daily or permanent basis.

THE CITY OF LOS FRESNOS’ GOAL IS TO ENSURE CUSTOMERS RECEIVE THE BEST POSSIBLE EXPERIENCE.
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