
 
 
 

JOB DESCRIPTION 
Job Title: Library Assistant (PT)* Grade: $19.50 
FLSA Status: Non-Exempt EEO Category: Para-Professional 
Job Classification Designation: Classified/Competitive Bargaining Unit: Not Applicable 

 
Job Summary: This class is accountable for performing a full range of basic tasks in providing library services 
to the public. 
 
Supervision Received: Works under the general supervision of the Library Director or an employee of higher 
grade. 
 
Supervision Exercised: May supervise students and/or volunteers as assigned. 
 
Examples of Essential Duties: 

• Assists patrons in locating and using library materials and equipment; 
• Circulates books and other library materials using manual and/or automated systems; 
• Cleans and/or re-houses various types of library material;  
• Files various types of library material;  
• Inspects materials for damage;  
• Performs a wide variety of basic routine clerical duties in facilitating library services;  
• Performs stack maintenance activities including sorting, shelving and shifting of material; 
• Performs catalog maintenance activities such as filing, transferring, updating, revising and withdrawing 

cards/files; 
• Photocopies as instructed; 
• Prepares library materials for issuance to patrons or other addresses;  
• Pulls material from shelves;  
• Retrieves bibliographic information from automated library systems for circulation, interlibrary loan or 

copy cataloging purposes; 
• Sorts, stacks, shifts and shelves books, periodicals and other library materials;  
• May process interlibrary loan requests by filling those received from other libraries and/or searching for 

and requesting materials from other libraries; 
• May instruct and supervise students and others in performance of library activities; 
• May check in books and other library materials; 
• Performs related duties as required. 

 
  



Knowledge, Skills and Abilities: 
• Knowledge of computer hardware and software; 
• Interpersonal skills; 
• Oral and written communication skills; 
• Ability in written and oral expression; 
• Ability to maintain collegial relations with other staff and patrons; 
• Ability to operate automated library systems; 
• Ability to establish and maintain effective working relationships with individuals from diverse 

backgrounds. 
 
Minimum Qualifications: High school diploma and any experience and training that could reasonably be 
expected to provide the knowledge, skills and abilities listed above. 
 
Special Requirements: Incumbents in this class are required to work a varied schedule including some evenings 
and weekends.  
 




