Library Clerk Job Description

Most important aspect of the job:

· Customer service!

Most of the time will be spent:

(all tasks require careful attention to detail)

· Checking books in and out and other associated tasks in library data management software (holds, fines, renewing books, giving people library cards)

· Shelving books (many different locations)

Other tasks:

· Rotating collection 

· Making posters, postcards, flyers

· Helping with children’s programs

· Calling people 

· helping people locate a book in library, finding a book they might like to read

· helping people with computers

· copying/faxing

· troubleshooting/problem solving with equipment (including computers

· searching for books on shelves for holds

Library Hours:


Tuesdays and Thursdays 10-7

Monday and Friday 1-7


Saturdays 10-2
