Hardin County Public Library
Job Description

Circulation Clerk (Part-Time) 
Job Summary:  Provides prompt and friendly service to customers of all ages at the Circulation Desk, assisting them with a variety of tasks relating to their use of library materials and their attendance at library sponsored programs.  Works together with other staff to handle the necessary demands to efficiently maintain the constant flow of items borrowed from and returned to the library. Schedule includes some evening and Saturday work hours. 
Major Essential Duties: 

Checks in and checks out materials using computerized circulation system
Issues library cards

Answers telephone

Inspects and cleans checked in materials
Processes reports of items

Works with patrons to solve account issues such as overdue materials and fees

Collects overdue fines and other library fees

Promotes library programs

Answers directional and procedural questions

Fills patrons reserves

Shelves items and straightens library collection

Minor Essential Duties:

Operate fax machine, copy machine and other office machines

Provide Reader’s Advisory
Assist staff with programming preparations

Perform other recurring tasks as assigned

Qualifications


Education and/or Experience
· High School degree or higher

· Customer service experience in library, governmental agencies, or retail

· Ability to learn and use the computerized circulation system

· Must possess computer and keyboarding skills and be familiar with MS Office Word and web based email systems


Language Skills

· Excellent oral and written communication skills

· Ability to communicate library policies to library customers

· Ability to alphabetize and place items in correct shelf order

· Must have internet search abilities

· Must have an appreciation for learning and some knowledge of children’s literature


Mathematical Skills

· Place items in correct shelf order following the numerically based Dewey 
  
 Decimal System

· Ability to learn and apply money collecting and recording procedures


Reasoning Ability

· Ability to solve problems

· Ability to help customers and maintain library collection and facility in event of emergency

Other knowledge and/or skills 
· Ability to work with  library customers and staff in a cordial and efficient manner
· Ability to learn and perform routine library functions and procedures accurately and quickly

· Must be able to maintain reliable attendance and punctuality

· Must be flexible and adapt easily to changing situations and to a varied work schedule

Physical Requirements
· Must be able to see up close and at a distance, possess peripheral vision, and have the ability to read

· Ability to hear and speak
· Ability to stand/walk around for 2-3 hours at a time.
· Lifting, bending, kneeling, reaching overhead, pushing or pulling a book cart weighing up to 40 lbs.

Comments
· Must be neat in appearance
· Must be energetic and friendly

· Must display the following:

1. Confidentiality of customers’ personal and circulating information

2. Objectivity toward and universal treatment of all customers
3. Willingness to help customers at all times

4. Commitment to serve the county’s best interests 
*This job description does not reflect all aspects of the job functions.*
