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Reports to: Library Director 

 

Description: A part-time clerk is an employee that performs any aspect of library services. 

Tasks are largely described as front-desk activities and a first exposure to the general viewing 

public. The library looks upon this position very seriously as it leaves the public with a lasting 

impression to the efficiency and general responsibilities to the local community. Duties may 

include, but not limited to, circulation department activities, patron assistance, and collection 

maintenance. Like other library employees, a clerk is subject to the policies/procedures set forth 

by library management and the Board of Trustees. This employee performs under the direct 

authority of the Library Director. 

 

Minimum Experience/Training: 
 Perform circulation services including, but not limited to, material charge and discharge, 

reserves, over-dues, re-shelving, and basic patron assistance. 

 Demonstrate strong communication and public relations skills with all patrons; promote a 

positive image for the library. 

 Ability to present oneself in a neat, professional appearance appropriate for a professional 

workplace in a public setting.   

 Ability to remain diplomatic/professional in possible stressful situations. 

 Remain reliable and be able to work alone.  

 Handle, or relay telephone communications to employees, or, provide basic references, 

renewals, and equipment sign-up tasks as requested. 

 Remain flexible to the flow of daily activity and show ability to handle a fast-paced 

environment with potentially numerous interruptions. 

 Ability to find tasks to improve the overall function and appearance of the library.  

 Basic knowledge of computer programs such as Word and Google Docs.  

 Ability to show competency with all library equipment. 

 See that the “Rules for Public Behavior on Library Property” are followed by patrons in 

the absence of a senior supervisor. 

 Attend staff meetings as requested by the library director. 

 Attend professional meetings, workshops, conferences deemed beneficial by library 

operations and approved by the Library Director. 

 Ability to exercise independent judgment, reliability, and confidentiality to maintain the 

integrity of operations and library. 

 Ability to maintain a close working relationship with all library employees. 

 Assist with events, classes, and programming at the library when needed. 

 Display physical stamina to handle various tasks of library work such as moving of 

furniture, moving loaded book carts or equipment, periods of standing, bending, or 

stooping. Requires lifting fifteen (15) pounds. 

 Ability to provide own reliable transportation and establish reliable communication 

means.  
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