Town of Milford, NH

Job Title: Library Assistant

Department: Wadleigh Memorial Library

Grade / Classification: Non-exempt Clerical Group II, hourly full-time, town benefit package or hourly part-time without benefits.                                             

Job Description: Supports circulation and technical services aspects of the library program by performing a variety of clerical functions as needed. May perform interlibrary loan and limited reference duties.

Accountability: Reports to Library Director, professional staff or principal clerks, as assigned.

Equipment Used: Computer terminals, microcomputers and peripherals, typewriters, photocopiers, microform reader/printers, charging machines, small hand tools, cash register.

Environment:   Inside: 100%    Outside: 0 %

Normal hours of duty: As scheduled, possibly including one or two evenings per week and Saturdays in a rotation. Sunday hours a possibility.

_________________________________________________________________

Duties and responsibilities:

Except as specifically noted, the following functions are considered essential to this position:

Working at circulation desk and checking materials in and out of the library using automated circulation system.

Calculating and collecting fines for overdue and / or lost materials.

Issuing or updating library cards.

Maintaining daily circulation records for materials not in computer system.

Assisting patrons in locating appropriate materials and using public access terminals.

Providing limited patron advisory services, in person or over the phone.

Maintaining general collections and housekeeping of facility as appropriate.

Processing books and materials for addition to collection or for discard.

Checking in serials as needed.

Maintaining interlibrary loan files as required.

Entering cataloging data in computer as assigned.

Helping maintain inventory control of library collections.

Sorting and returning materials to appropriate section of collection or to shelving cart.

Performing any and all other related duties as needed.

_________________________________________________________________

Physical Activity Requirements

Primary Physical Requirements:

LIFT up to 10 lbs: Frequently required   LIFT 11 to 25 lbs: Occasionally required

LIFT 26 to 50 lbs: Rarely required     LIFT over 50 lbs: Not required

CARRY up to 10 lbs: Frequently required      CARRY 11 to 25 lbs: Occasionally required    CARRY 26-50 lbs: Rarely required     CARRY over 50 lbs: Not required

REACH above shoulder height: Frequently required  

REACH at shoulder height: Frequently required

REACH below shoulder height: Frequently required

PUSH/PULL: Frequently required

Hand Manipulation:  GRASPING:frequently required     HANDLING:frequently required

        TORQUING:Rarely required       FINGERING:frequently required

Controls and equipment: Library automation equipment including keyboards, telephones, fax machines, audio visual equipment, microform equipment,  printers, copy machines, typewriters, tape dispensers

Other physical considerations:

Twisting: Occasionally required     Bending: Frequently required      Crawling: Rarely required   Squatting: Occasionally required   Kneeling: Occasionally required     Crouching: Occasionally required Climbing: Rarely required  Balancing: Not required

Work surfaces:
Standard office desk and chair. Circulation desk. Carpet, concrete and tile flooring.

During an 8 hours day, employee is required to:
                         Consecutive hours                                      Total hours
Sit:          varies widely                                     0 -6

Stand:   varies widely                                      0-8

Walk:      varies widely                                      0-4

Cognitive and Sensory Requirements:
TALKING: Necessary for communicating with others.

HEARING:Necessary for understanding patrons and staff.

SIGHT: Necessary for doing job effectively and correctly.

TASTING and SMELLING: Smelling required to detect odors such as cigarette smoke.

FUNCTIONAL LITERACY: Required to understand written materials.

Specific Vocational Preparation Requirements
License/ Certification Requirements: none

Training, Skills and Experience Requirements: Bachelor’s degree preferred but not required.  High School diploma or G.E.D.  required. Related work experience preferred but not required. Ability to work well with staff and public a necessity. Ability to listen, understand and interpret patron requests and questions critical. Good communications skills. Computer literacy a plus. Should be self motivated and able to work with moderate supervision.

.Summary of Occupational Exposures:

Copy machines and printer supplies. 

Other Considerations and Requirements:
Job requires standing for moderate periods of time. Knowledge of circulation desk procedures and organization of library collection helpful.  Good alpha-numeric skills necessary. Valid driver’s license a plus. Sense of humor a plus.  Employee should be able to work under pressure caused by high level of patron activity.
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