CITY OF FRUITLAND PARK

JOB DESCRIPTION
JOB TITLE:
Library Assistant II

                      Reference and Adult Services (Full-time)

DEPARTMENT:  Library





REPORTS TO:  Library Director

JOB OBJECTIVES – (Purpose of the position)  

Reference Services:
Responsible for identifying and interpreting user needs; providing reference, readers’ advisory, computer, database, and referral services to library patrons directly, and by telephone; and assisting patrons in material selection.
Adult Services:

Plans, organizes, and supervises the activities of Adult Programming; develops and offers a variety of reading, educational and cultural programs for adults to encourage library usage and to foster community relations; and assists library patrons in the use of library services, facilities, and equipment.
ESSENTIAL JOB FUNCTIONS (Functions essential to attaining job objectives)

· Assists in planning and implementing programs and public relations activities

· Arranges Adult Programs and activities

· Explains basic library functions, services, and resources to the public
· Collects data for statistical analysis and reports

· Prepares reports for submission to the Library Director

· Stays informed of current events and developments in the library field
· Takes advantage of state and regional opportunities for continuing education

· High proficiency in oral and written English

· Represents the library at professional and community meetings

· Assists at the Circulation Desk and Technical Services work as needed

· Schedules library Community Rooms for use by outside groups
· Process donations from patrons

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

· Assists with library program preparation and implementation, as directed to include after hours programming

· Schedule appointments and/or register patrons for various library programs

· Performs other duties as required by the Library Director

ESSENTIAL PHYSICAL SKILLS (needed for this position)

· See in the normal visual range with or without correction; vision sufficient to read computer screens and printed documents; visually inspect work in progress; and the ability to adjust focus to both print and electronic text
· Acceptable hearing (with or without corrections)

· The employee is frequently required to use hands to; handle, feel or operate objects, tools, or controls, and reach with hands and arms

· Must be able to perform standard library tasks readily, such as:  climb or balance, mobility to stand for long periods at a time, walk, kneel, stoop, sit, reach, and bend to place and remove books from high bookshelves up to 80” above floor level to 2” above floor level

· Ability to move and/or lift materials up to 25 pounds.
· Ability to push a loaded book truck up to 300 pounds
· Must be able to work evenings and Saturdays as assigned

· Physical location is air conditioned

The work environment characteristics described herein are representative of those an employee encounters while performing the essential functions of this job.  Reasonable accommodations will be made in accordance with existing ADA requirements for otherwise qualified individuals with a disability.

JOB STANDARDS (Minimum qualifications needed to perform essential job functions)

· Bachelor’s Degree plus 2 years of library experience or
· Three years of library experience with a strong background in References Services and/or Adult Programming
· Must be detail oriented.

· Must be a team player.

· Basic computer literacy including Internet and the Microsoft Office Package with an aptitude of learning additional technical skills with on-the-job training

· Ability to type and use a keyboard

· General office and clerical procedures

· Pleasant demeanor with exceptional customer service

EQUIPMENT (Machines, devices, tools, etc., used in job performance.)

	· Personal computer
	· Fax Machine

	· Laptop
	· Library Software

	· iPad, Kindle
	· Photocopier

	· Scanner
	· Calculator

	· Audiovisual Equipment
	· Laminator

	· Multi-line Phone System
	· Cash Register


CRITICAL SKILLS/EXPERTISE PREFERRED (Needed for this job specifically)
· Ability to feel comfortable working with adults

· Ability to interact courteously and effectively with the public, with the library’s business contacts, and with other staff
· Strong computer skills

· Ability to word process and type with reasonable speed and accuracy
· Ability to understand and interpret library policies, procedures, and rules
· Strong commitment to excellent public service; friendly, energetic, and adaptable both in person and over the phone

· Good organizational, interpersonal, and decision-making skills to work effectively with patrons, staff, and visitors

· Dependable and honest

· Ability to assume responsibility and work neatly, efficiently, and accurately without direct supervision

· Ability to use an automated circulation system

· Ability to communicate effectively in English, verbally and in writing

· Ability to keep detailed records and organize material

· Ability to learn and use computers and accompanying software
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