Herrick District Library
Position: Library Page
Salary: $14.33 - $17.92
Reports to: Circulation Manager 

General Summary:

This is a non-benefited position. It involves checking-in and maintaining the arrangement of library materials, shelving materials, shifting, and picking up materials left throughout the library. Hours include weekdays between 9:00 a.m. – 9:00 p.m. and rotating weekends, averaging up to 20 hours per week. Work is supervised by the Circulation Manager.

Essential Functions:
· Inspect, check-in and reshelve materials
· Create access to materials by shelving books and other materials in a timely manner, shelf-reading, and placing items in their proper order
· Assist patrons in locating materials and refer patrons to additional help
· Assist in collection maintenance, such as removing worn and damaged materials from collections
· Locate and process requested items
· Maintain cleanliness of library through general pickup and dusting of shelves
· Shifts materials among shelves
· Attend staff trainings and meetings
· Keep current on library policies and procedures
· Other tasks as required
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 and push a loaded book cart (250 lbs.) on carpeting.
2. Occasionally requires stooping, kneeling, or crouching. Occasionally requires reaching, including overhead reaching.
3. Frequently requires standing.



Qualifications:

Requires at least two years of high school education or any equivalent combination of experience and training which provides the following knowledge, abilities and skills:
· Good organizational skills
· Good attention to detail
· Ability to read fine print
· The ability to sort materials alphabetically and numerically quickly and accurately
· The ability to communicate with tact and courtesy
· Basic computer skills
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.

