Job Description – Library Clerk


White Pigeon Township Library

-------------------

Library Clerk – Job Description

Position:

Library Clerk

Reports to:

Director and Assistant Director
Starting Wage:
Minimum of $12.50 per hour
General Summary

A Library Clerk performs responsible and varied work in issuing and receiving library books and materials, and assisting patrons in using library services and facilities.  This position involves a heavy concentration of public contact and as the chief link to our patrons, it is essential that a clerk represents the library in a positive manner at all times.  
Principal Duties and Responsibilities

· Helps establish and maintain a high customer service performance standard

· Performs all opening and closing procedures, including:

· Turn on/off all computers, lights, and office equipment

· Empty book drop, pick up and process mail

· Count and balance cash drawer

· Check to make sure bathrooms and general library areas are vacant and clean

· Ensure that the library is securely locked (doors and windows) at closing time

· Participates in all work at the circulation desk, including:

· A range of duties in reference, circulation, children’s and adult services, and community outreach

· Checks in/out library materials, places reservations, makes minor repairs to and weeds materials when needed

· Answers telephone in a friendly and professional manner and routes calls as necessary

· Assists persons in applying for library membership and orients them to the services the library offers

· Instructs and oversees patrons in the use of media and equipment in-house, and educates patrons about online library services
· Efficiently shelves materials and participates in reading of shelves, weeding, and inventory of books and materials

· Receives overdue fines and records them in the financial computer program

· Runs statistical reports and contacts patrons by phone, email, or text regarding overdue and reservation reminders
· Processes new books and materials including verifying book deliveries, checking invoices, labeling and covering materials and entering data into the computerized catalog
· Prepares posters, displays, craft projects, and informational releases to promote the library

· Plans and runs adult, children’s, and young adult’s programs for library patrons
· Other duties as assigned
Other Job Functions

· Leads group activities, including story-telling or informational sessions

· Performs special duties as needed; including basic reference services, ordering materials on inter-library loan, cataloging new materials
· Must be comfortable performing on camera for virtual programming that will be posted on the library’s social media sites.
· Must be able to master the editing and uploading of virtual programming videos to social media sites

· Performs minor clean-up and maintenance, when needed *
Confidentiality

All records concerning Library users and materials used or checked out must be kept confidential under the Library Privacy Act.
Supervisory Responsibilities

Periodically supervises pages and volunteers

Physical Environment – Hours of work and working conditions

The employee must be physically able to perform the essential functions of the job with or without reasonable accommodation, including but not limited to lifting 15 - 40 lbs.
The employee will be in constant contact with the public and will be required to deal with patrons in a courteous and efficient manner. 

While performing the duties of this job, the employee is regularly required to talk or hear. The employee frequently is required to stand; walk; sit; use hands to finger, handle, or feel; and reach with hands and arms. Specific vision abilities required by this job include close vision, distance vision, color vision, peripheral vision, and depth perception.
There may be some travel required to fulfill continuing education or programming needs.  This may require the use of the employee’s own vehicle.  The employee will be reimbursed for mileage incurred during continuing education.

Library clerks are expected to work 8 - 24 hours per week including one or more Saturdays per month, and one or two 8 a.m. staff meetings per month.  The library’s operating hours are:


Monday - Friday
9 a.m. to 6 p.m.


Saturday

9 a.m. to 1 p.m.
The employee may be asked to work after dark.  Library clerks are restricted from entering the library during non-operating hours without prior consent from the Director or AD.
The employee will be expected to work off-site and outside regular library hours occasionally for both library programming and community outreach, and as an ambassador of the library.
Knowledge, Skills, and Abilities Required

· Outstanding customer service skills with the ability to assist patrons through reference interviews and provide information on local resources
· The ability to work autonomously

· Good communication skills and the ability to follow written and oral instructions

· The ability to assist the public in using computers (both personal and public), personal cell phones and devices like tablets and I-pads, and library equipment

· Knowledge of library policies and procedures

· The ability to learn how to use the computerized circulation system and cataloging system

· The ability to use office equipment such as the telephone, library cell phone, fax machine, laminator, and copier
· The ability to spell and type accurately 

· Basic knowledge of literature

· Excellent computer and organizational skills

· Must be detail oriented and able to gain proficiency in data collection and analysis
· Must be community oriented

· Must be willing to evolve with the changing needs of the library and its community

· The ability to exercise initiative, tact, and independent judgment in assisting patrons
Personal Attributes

A library clerk must have the ability to deal with associates and the public in a courteous manner, the ability to make decisions of other than a routine nature in order to meet controlling conditions and be emotionally stable.
As representatives of WPTL, a neat and clean appearance will help maintain a welcoming environment for patrons.  The following guidelines may aid employees as they consider their image as a WPTL representative:

· Employee nametags should be worn at all times.  

· Clothing should be neat and clean.  Torn or frayed clothing is not permitted.

· Clothing must fit appropriately.  Midriffs, excessive cleavage, or undergarments should not be showing.  

· Skirts, skorts, skirt-slits, etc., shall conform to business casual standards.

· Body piercings shall be discreet and non-distracting/ otherwise they shall be removed during work shifts.  Gauges, linking chains (between piercings) and implanted studs, etc. are not permitted.  

· Visible tattoos are permitted, but must be non-distracting and deemed non-offensive to the general public.  In those cases, where the supervisor feels a tattoo should not be displayed, the employee will be asked to cover it accordingly.  Tattoos may not be visible on the face, head or neck.

The appropriateness of the employee’s appearance is at the discretion of the Director or AD.
Professional Ethics 
A library clerk should be careful about what they say and do both during and outside work.  They must use discretion when speaking to patrons so as not to cause offense, express personal views, or reveal private information.

The following statements by the American Library Association (ALA) provides an ethical framework for those employed in the library field:
Article V of the ALA Code of Ethics states "We treat co-workers and other colleagues with respect, fairness and good faith, and advocate conditions of employment that safeguard the rights and welfare of all employees of our institutions.” This can be broadened to the online social environment. When communicating online, library workers should be cognizant of who may see or share their posts. Individuals should take responsibility for any and all online behaviors.

Library workers have an ethical responsibility to represent themselves and their colleagues, institutions and associations, in both their professional and personal lives, with respect, courtesy, sensitivity and fairness. Losing sight of this responsibility can lead to ethical violations in the form of social media interactions that are inappropriate and insensitive to colleagues which may damage the reputations of those involved.

Article VI of the ALA Code of Ethics states “We do not advance private interests at the expense of library users, colleagues, or our employing institutions.” Article VII states “We distinguish between our personal convictions and professional duties and do not allow our personal beliefs to interfere with fair representation of the aims of our institutions or the provision of access to their information resources.”

Both statements address a separation between personal and professional. Library workers are often recognized beyond their libraries as community helpers and leaders, and what they post on their personal social media accounts may be associated with their professional position regardless of their intention. 

Library workers should use professional judgment when conducting themselves in public, even in their leisure time, which extends to social media use. Reputations, both personally and professionally, can be at stake. 
Equal Opportunity Employment
WPTL will observe federal and state laws concerning equal employment opportunity.  The Library will make reasonable accommodations, as required by law, for the disabilities of otherwise qualified employees or applicants, which will not impose undue hardship on the Library.

Qualifications and Training

The minimum education requirement for a library clerk is a high school degree.  This requirement may be waived at the Director’s discretion.  Annually, the employee will be required to complete continuing education as specified and funded by the library.

Approval:

This job description does not constitute an employment agreement between the employer and employee, and is subject to change by the employer, as the needs of the employer and requirements

of the job change.

Director _________________________

Date _______

Employee/Applicant ______________________
Date _______

* During specific periods, for example during COVID-19 re-opening phases, extra cleaning and precautions will be required for the health and safety of staff and patrons.
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