City of Dunedin, Florida
Class Description

JOB TITLE: Library Assistant
Library Department

GEMEPAL STATEMENT OF JOB
Under direct supervision, performs routine Library circulation and customer

¢ vice duties in accordance with established Library policies and procedures.
Performs ated work as directed. Reports to the Library Manager - Circulation.

SPET'FIC DUTIES AND RESPONSIBILITIES

ESSFMTIAL JOB FUNCTIONS

Tt duties recorded below are representative of the duties of the class and
are not intended to cover all the duties performed by incumbents(s) of any
particular position.

Opens and closes Library at appropriate times.

Performs circulation operations of the Library in accordance with Library goals,
objectives, policies and procedures.

Checks library books and materials in and out.

Resolves issues with damaged and lost items.

Collects and processes fees and other transactions.

Checks shelves for overdue items; assists with overdue notices.
Regis r w Library patrons.

Enters all pertinent circulation data into computer; updates patron database as
needed.

Empties book drops; loads / unloads book carts; checks materials for damage
and performs minor repairs as needed.



Library Assistant, Library Department

Assists patrons in locating materials and in using various resources and
equipment of the Library; interprets Library policies and procedures to the public.

Shelves books; alphabetizes and shelves DVDs and other materials as needed.

Receives and responds to patron/public inquiries, suggestions, requests and
complaints.

Maintains department records with accuracy; prepares various reports 3
required.

Assists with technical assistance for mobile devices.

Handles incoming shipments of courier materials.

ADDITIONAL JOB FUNCTIONS

Performs routine clerical work as required, including but not limited to answering
the telephone, typing reports and correspondence, copying and filing documents,
processing mail, attending meetings, etc.

Assists with volunteers.

Sells various library items to the public.

Assists with room set-ups and meeting room items as needed.

Assists with donations, displays and department projects.

Performs related duties as required.

aainivUM TRAINING AND EXPERIENCE

Requires a high school diploma or GED equivalent with one year of experience in
library circulation operations gel alc ical/ custon servic work.

An juiva 1t combination oft ning 1d exp ient  which provic it juired
skills, knowledge and abilities may be considered.









