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JOB TITLE:   Assistant 

 

DEPARTMENT:   Circulation Services 

 

LOCATION:   Main Library, Westacres Branch 

 

JOB SUMMARY: The Circulation Assistant performs a variety of duties 

related to the care, organization and circulation of 
materials.  

 
 

ESSENTIAL DUTIES AND RESPONSIBILITIES: 
 
1. Accurately sorts and shelves library materials of all formats. 
 
2. Clears book drops. 
 
3. Maintains shelves to ensure that materials are in the correct order, which 

includes the shifting of materials on shelves as needed. 
 
4. Tidies up reading and study areas; includes re-shelving reference materials, 

magazines, newspapers, toys, puppets, etc. 
 
5. Assists the public with checkout stations; replenishes supplies as necessary. 
 
6. Assists circulation clerks with opening and closing procedures and MeL loan 

processing as needed. 
 
7. May be assigned to do the following when scheduled: 
 

 Assists circulation clerks by performing basic circulation tasks. 

 Checks shelves for items claimed returned. 

 Checks shelves for interlibrary loan requests. 

 Circulates and renews library materials. 

 Maintains hold shelves and processes hold for pick-up. 

 Processes items through interlibrary loan. 

 Checks shelves for paging items. 

 Processes paging items. 
 
8. Contributes to positive working environment and organizational unity by 

communicating to peers and supervisors within the library. 
 
9. Maintains positive and proactive customer service behaviors at all times. 
 
10. Other duties as assigned. 
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DESIRED QUALIFICATIONS: 
 
1. Minors under the age of 18 are required to obtain a work permit prior to starting 

work. High school students over the age of 16 are welcome to apply.  
 
2. Ability to work with minimum supervision. 
 
3. Demonstrated knowledge of the Dewey Decimal System. 

 
4. Ability to promote and maintain effective relationships with other staff and to work 

in a team environment. 
 
5. Positive service attitude. 
 
 

PHYSICAL ACTIVITY REQUIREMENTS 
(Degree of physical demands (strength) usually associated with the essential functions 
of the position) 
 
Light Work:  Exerting up to 20 pounds of force occasionally, and/or up to 10 pounds of 
force frequently, and/or a negligible amount of force constantly to move objects.  Light 
Work usually requires walking and standing to a significant degree.  The type of 
physical demands usually associated with the essential functions of this classification 
are:  stooping, kneeling, crouching, reaching overhead and horizontally, handling, 
fingering, feeling, talking, hearing and seeing. 
 
 

SCHEDULING:  
 
This is an at-will position. Circulation assistants are expected to work 15 hours per week. 
 
 

REPORTING RELATIONSHIPS: 
 
At Main Library: 
 
This position reports to the Shelving Supervisor.  Reports to the Circulation Assistant 
Manager or the Coordinator of Support Services in the absence of the Shelving 
Supervisor. 
 
At Westacres Branch: 
 
This position reports to the Branch Manager. Reports to the circulation clerks in the 
absence of the Branch Manager. 
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There are no supervisory responsibilities associated with this position. 


