LIBRARY ASSISTANT
DEFINITION
Under general supervision, to perform a variety of moderately complex paraprofessional and clerical functions in various phases of County library operations and to do related work as required.  Work assignments rotate among library assistants. Typically, there is no formal direct line supervision over others, although employees at this level may assist in training new employees and monitoring and assigning work to others performing similar work.

EXAMPLES OF DUTIES
Assists patrons through reader advisory service, in selecting and locating materials; determines location of materials requested by accessing shared database; searches collections of County Library Service for materials requested; maintains library website, verifies and forwards unfilled requests to state level resources, maintaining related files; issues library cards and maintains related database; provides general orientation of library services to new patrons; stocks bookmobile with appropriate books and materials; performs a wide range of circulation functions; assists with selecting, ordering, receiving, and processing new materials, mends library materials, shelves books; performs related office duties; drives, operates, cleans, performs general maintenance, and schedules repairs on a 35' bookmobile.

EMPLOYMENT STANDARDS
Education and Experience:  Any combination of training and experience equivalent to two years of college (including eight basic credits of library science) or two years of public library experience including substantial public contact, bibliographic file maintenance, and searching duties.  Experience creating bibliographic records and/or maintaining library acquisition, cataloging or circulation records in an automated environment is highly desirable.

Knowledge,  Skills and Abilities:  Knowledge of standard library routines; knowledge of standard library principles, methods and techniques; knowledge of readers’ interest levels and of book titles and authors; familiarity with library reference databases, ability to sort and file alphabetically and numerically; ability to conduct independent research through use of various catalogs and standard library references; ability to work independently with a minimum of supervision; ability to deal tactfully and courteously with library patrons and to establish and maintain effective public relations; ability to perform clerical and record keeping tasks and to understand and carry out written and oral instructions; knowledge of personal computer hardware and library and Microsoft Office application software; knowledge of basic web design; time management skills; ability to work efficiently and effectively with others; ability to manage a number of projects simultaneously; ability to lift and handle bulky and heavy items; knowledge of County geography relative to location of roads and highways; ability to drive large vehicles safely and recognize vehicle performance problems and service needs; ability to type neatly and accurately.

Special Requirements:  Possession of a valid Wisconsin class “A” commercial driver's license (license must be obtained within one month of start date).  Schedule includes evenings and Saturdays.
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