Herrick District Library 
Job Opening 
 
Position: Library Aide
Grade: W-2 
Salary: $17.93 - $22.63
Reports to: Senior staff members
 
General Summary: 
This is a non-professional library position performing a variety of clerical activities. Work is performed under direct supervision but with latitude for independent action as incumbent demonstrates sufficient knowledge of assigned duties. May be scheduled some evenings and weekends. 
Essential Functions: 
1. Assists in various phases of the acquisitions process. Examples: unpacking and organizing of new arrivals, clearing invoices, writing up order/processing forms.
2. Performs all phases of physical processing of both print and audiovisual materials. Associated tasks include affixing book jackets and cover-ups, reproducing cover artwork, and typing of spine labels. Repairs materials as well as prepares more extensively damaged items for bindery.
3. Performs bibliographic data entry.
4. Assists in collection maintenance by performing tasks such as inventorying, re-assigning items, and withdrawing selected materials.
5. Assists in serials processing which includes retrieving magazines from mailroom, checking in magazines, physical processing and distribution of magazines (not to be confused with Essential Function #11).
6. Assists patrons in obtaining needed materials, answering questions, and taking requests for reserves.
7. Assists with the circulation of library materials, checking out books and other materials, maintaining associated records, collecting and recording fines.
8. Registers library users, enters patron registration information in database, records statistics, reserves library materials at desk and by telephone, answers ready-reference questions and directs patrons to materials.
9. Assists in photography and graphic design for community relations and supports programming efforts by preparing and arranging marketing materials.
10. Assists patrons in the use of the electronic collections and basic computer usage questions.
11. Checks in books and other materials returned to the library.
12. Shelves books, reads shelves and straightens the public areas.
13. Sorts and distributes periodicals, newspapers, telephone directories and maintains associated holdings.
14. Miscellaneous duties/responsibilities as required or assigned.

Physical Requirements: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions. 
1. Occasionally requires lifting, pushing, pulling, or carrying objects weighing up to 50 pounds.
2. Occasionally requires stooping, kneeling, or crouching. Occasionally requires reaching, including overhead reaching.
3. Frequently requires standing.

Qualifications:
1. High school completion.
2. Some experience with library procedures and/or equivalent combination of training and experience.
3. Some knowledge of modern office procedures, practices and equipment.
4. Ability to understand and follow oral and written instructions.
5. Ability to make computations and tabulations with speed and accuracy.
6. Ability to learn assigned tasks readily, to adhere to prescribed routines, and to develop some skill in the operation of common office machines.
7. Ability to communicate effectively and courteously with the public.
8. Prior experience with personal computer and/or data entry.

The above statements are intended to describe the general nature and level of work performed by people assigned this classification. They are not to be construed as an exhaustive list of all job duties performed by personnel so classified.
