Exeter Community Library is Hiring!

community

The Exeter Community Library is looking for a part time Library Assistant

who is available days, evenings, and 1-2 Saturdays per month. This role reports
to the Assistant Director and is responsible for helping to ensure the efficient operations of the circulation
desk as part of a team. Starting pay is $12/hour; no benefits offered. To apply, please submit a resume and
cover letter to Julie Wiant at director(@exeterlibrary.org.

Job Qualifications:

A high school diploma, or currently enrolled in high school.
Must be able to obtain the following PA Clearances:

® Report of Criminal History from the Pennsylvania State Police (PSP)
®  Child Abuse History Clearance from the Department of Human Services

®  Fingerprint-based FBI criminal history clearance submitted through the Department of Human Services

Essential Roles and Responsibilities:

®  Greets, directs, and provides information to library customers

®  Performs the full range of circulation desk procedures using an automated circulation system

®  Handles financial transactions accurately

®  Performs opening and closing procedures

® Responsible for maintaining the appearance and cleanliness of the library

®  Assures accurate library shelving of books and periodicals by shelf reading and re-shelving, as necessary
®  Assists in circulation of incoming and outgoing ILL library materials

®  Performs routine repairs on books and other holdings, or prepares them for binding or extensive repairs
®  Handles routine complaints and answers a variety of questions at the circulation desk

®  Provides reference and reader’s advisory services on an as-needed basis

¢  Answers telephones and provides routine information or refers and transfers calls

®  Assists with library program preparation and implementation, as needed

®  Assists other library team members as needed

®  Attends staff meetings, workshops and seminars as appropriate

® Regular and punctual attendance is vital

® Performs related work as required

e Additional duties as assigned by management

Knowledge, Skills, and Abilities:


mailto:director@exeterlibrary.org

® Ability to work as a team member

® Demonstrates willingness to learn new skills

® Demonstrates flexibility in work environment

® Knowledge of library clerical procedures and practices

e Competent and confident in assisting patrons with computer related questions and issues including
Libby, Princh, Microsoft Office, Internet searching, etc.

® Knowledge of the English language; bilingual a plus

® Ability to understand and follow written and oral instructions

e  Ability to pay attention to detail

® Good ability to establish and maintain effective working relationships with superiors, associates and

the general public
Physical Requirements and Work Environment:*

® Employee is occasionally required to lift and/or move up to 50 pounds

®  Ability to sit, stand, and walk for as required over a 4-8 hour shift

®  Ability to use standard office equipment, including but not limited to: telephone, copier, computer
®  Ability to see objects up close and from a distance

®  Ability to hear the speech of others as well as warnings

®  Ability to speak English so as to be understood

®  Ability to reach with hands and arms and grasp objects of varying weights and sizes with fingers

® Employee is occasionally required to bend, climb, stoop, and crouch

e  Valid PA driver’s license

® Regularly working both alone and in a group setting

*The physical demands described are representative of those for an employee to perform the essential
functions of the job. Reasonable accommodations may be made to enable otherwise qualified individuals the
ability to perform the essential functions.
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