
	PRIVATE 

FEATHER RIVER


COMMUNITY COLLEGE DISTRICT

570 Golden Eagle Ave., Quincy CA 95971


(530) 283-0202, ext. 257

www.frc.edu


LIBRARY ASSISTANT 
DEFINITION:
Under general supervision, to perform a variety of responsible sub-professional library work related to the circulation and control of materials; to assist patrons in use of the library; and to perform related duties as assigned.

DISTINGUISHING CHARACTERISTICS:
This job is distinguished from Senior Library Assistant which performs advanced technical duties.

CLASSIFICATION:
· FLSA Non-Exempt

· Classified – CSEA 

· Date Modified: April 2012

ESSENTIAL DUTIES: The following duties are typical of those performed by employees in this job title; however, employees may perform other related duties, and not all duties listed are necessarily performed by each employee in the job title.
· Assists patrons (students, faculty, staff and the public) by explaining library policies and procedures, by explaining and demonstrating how to access library resources including the use of computers, and by locating videos, books, magazines, newspapers and other media in both print and digital format
· Charges and discharges books, magazines, audio-visual and related library material using the library’s automated circulation system, assigns loan period, stamps due dates, and operates theft detection devices
· Verifies and monitors eligibility for library privileges, inputs patron records into computer file, monitors overdue material, types overdue notices;  notifies patrons of over dues, fines and interlibrary loans via e-mail and conventional mail
· Processes new material for library use, including preparing covers, affixing card pockets, spine labels and card labels, stamping ownership statements, installing theft detection devices, logging, and preparing cataloging records; sorts and/or files cards, books and other material according to alphabetical, numerical and categorical systems
· Inputs bibliographic records to the automated cataloging system, inputs bar code numbers and affixes bar code labels
· Processes returned library material; verifies proper shelf arrangement  of material, shelves material; researches missing materials
· Maintains a variety of logs, records and files in hard copy as well as computerized format
· Repairs damaged books using glue, laminate, and tape
· Maintains orderly appearance of library and monitors and controls noise levels

· May assign and direct the work of volunteers and/or student workers

· Opens or closes library including equipment shut down and security
Knowledge of:

· Standard office equipment operation, such as fax machine, copier, printer, telephone and shredder
· Basic office practices and procedures, including the ability to use standard computer  applications (such as word processing), email and internet
· Alphabetical, numerical and topical filing systems
· Material organization and structure of libraries, including categories of materials and general arrangement
· Basic arithmetic
Skill in:

· Sorting and organizing materials in alphabetical, numerical and topical order.

· Dealing tactfully and effectively with library users
· Maintaining logs and records
· Typing at a speed sufficient to ensure successful job performance
· Operating and performing basic operator maintenance of standard office equipment

· Making arithmetical calculations involving addition, subtraction and multiplication
· Understanding and carrying out oral and written instructions
· Locating, sorting and arranging materials according to the library cataloging system
· Using initiative and sound independent judgment within established guidelines
MINIMUM QUALIFICATIONS:
· Must be willing to work alone
· Must be willing to work evenings
DESIRABLE QUALIFICATIONS:  A combination of education and experience equivalent to:
· Completion of high school and one year of circulation desk or related experi​ence in a library; coursework in library science is preferred

· Community college experience is preferred
· Basic structure and use of the Library of Congress classification system
· Circulation processes and procedures including charging and discharging material, interlibrary loans, and overdue fees and fines
· Demonstrated sensitivity to and understanding of the diverse academic, socioeconomic, cultural, disability, and ethnic backgrounds of community college students
PHYSICAL CHARACTERISTICS: The physical abilities involved in the performance of essential duties are:
· Climbing, reaching, stooping and kneeling to shelve books and locate materials
· Lifting and carrying up to 25 pounds
· Manual dexterity to operate keyboards and other library equipment
· Speech and hearing sufficient to communicate with library patrons
· Vision sufficient to read computer screens and fine text
This work is performed in a library setting.
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