[bookmark: _Toc496789048]Job Description for Assistant Librarians
Children’s Librarian Assistant
Responsible to the Director
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Qualifications
1. Completion of high school and some experience in library service.
2. Ability to keep records and perform simple typing tasks with reasonable speed and accuracy.
3. Willingness to learn library techniques and reference materials.
4. Knowledge of and interest in Children’s library materials and general interests.
5. Ability to meet and serve the public in a courteous & helpful manner.
6. Must be able to work well with children and caregivers
7. Ability to work well with the Children’s Librarian and other staff.
8. Proficient in the use of computers and technical equipment.
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Duties
1. Answer telephone & perform wide range of clerical public contact duties.
2. Assist patrons in routine selection & location of books, periodicals & other materials, and answer reference questions.
3. Register borrowers and check out books and materials.
4. Collect fines and other charges and fees.
5. Maintain circulation records.
6. Prepare new books for shelves.
7. Mend and repair worn books.
8. Call patrons with overdue books and reserves. Prepare overdue notices.
9. Check in all materials upon receipt.
10. Shelve books and other materials.  Shelf read continually.
11. Assist patrons with copier machine, microfilm readers, computers, and any new technical equipment.
12. Assist Children’s Librarian with Storytime, class visits, and Summer Reading planning and programming.
13. Other duties as assigned.
