
HUMAN RESOURCES DEPARTMENT

POSITION DESCRIPTION

TITLE: Library Assistant - Youth Services LAST UPDATED: 10/26/2016
DEPARTMENT: Library JOB CLASS:
REPORTS TO: Youth Services Manager FLSA DESIGNATION: Non-Exempt

Summary: Under general supervision ofthe Youth Services Manager, assists in providing, activities
and assistance to customers for the Youth Services division ofthe Library.

The intent of this position description is to provide a representative summary of the major duties and
responsibiiities performed byincumbent(s) in this position. Incumbent(s) may notbe required toperform
allduties in this description and incumbent(s) maybe required to perform position-related tasks other
than those specifically listed in this description.

Essential Job Functions:

Provides high level ofcustomer service tothe public, subordinates, associates, and supervisors.
Responds to requests for reference information from library customers.
Prepares librarydisplays.
Assists customers with finding library materials.
Assists customers in the use of library resources.
Creates, develops, promotes and implements programs and activities for the Library's Youth
Services division.

Recommends books and audiovisual materials tocustomers related to area ofassignment.
Enters information, maintains, updates, researches, and corrects errors in databases.
Assists with recruitment, training and scheduling of volunteers.

Other Important Duties:
Assists and backs up other areas as assigned.
May travel to attend meetings, conferences and training.
Performs other related duties as assigned.
May be required to work extended hourson eveningsand weekends.
Regularand consistent attendance for the assigned work hours is essential.

Required Knowledge and Skills:
Knowledge of library services, programs, research and resources specific to area of assignment.
Knowledge ofthe educational, developmental, and interest levels ofdifferent populations served.
Knowledge of customer service methods and techniques.
Knowledge of computers and related equipment, hardware and software to perform data entry,
review, retrieval and research.
Knowledge of City policies and procedures.
Skill in effective oral and written communications.
Skill in utilizing Internet web sites, professional publications, reference materials and technical
assistance telephone numbers to find answers to technical and informational inquiries.
Skill in resolving customer complaints and concerns.
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