Library Assistant/Youth Services     
Library Assistant/Youth Services has various duties and responsibilities. These duties are important to keep the library running smoothly as they assist the Director.
Responsibilities include but are not limited to the following list.
· Conduct all opening and closing procedures
· Loan library materials to patrons and collect the returned materials
· Place holds and handle loans between libraries
· Organize and reshelve returned items
· Handle the registration of new library cardholders and issue library cards.
· Help process and repair library material
· Assist patrons on how to use the library resources, including the OPAC (Online Personal Access Computer).
· Answer any questions from patrons
· Troubleshoot IT issues on public computers
· Perform routine tasks such as answering phone calls and general collection organization
· Use and maintain computer library database (ILS) to help locate library materials.
· Share responsibility in planning youth events with Director.  Events would include the following: Weekly Storytime, Summer Reading, Take & Make Bags and any other children’s events.
· Assist with all other programming as needed.
· The job includes minimal evening hours and every other Saturday. 








Job Requirements

The following are important skills for a Library Assistant to have:
· Library Assistants will encounter the public daily, helping them find books and check them out. Interpersonal skills are very important.  
· Library Assistants also use library software daily to help people look for material, as well as maintain the library’s database.
· Library Assistants need to listen to the patrons who need their help, answer their questions clearly and teach them how to use the resources. They also must follow instructions from the librarian.
· Library Assistants must be detail-oriented in order to make sure information and material is shelved correctly.
·  Processing library materials requires attention to detail.
Education and Other Requirements
· High School Diploma
· Higher education is desirable 
· Proficiency in Microsoft Office Products
· Knowledge of Wordpress a plus
Library Assistant Experience Requirements
Library Assistants can get on-the-job training from a librarian to understand the work they will be doing. It is a plus to already have previous experience as an assistant in an office, business or non-profit as there will be responsibilities that correlate with each other. Previous library experience would be desirable. 
Good Library Assistants are friendly to patrons and knowledgeable about how libraries are organized. They are passionate about serving their community and making information accessible to others. The best Library Assistants have career aspirations to eventually become a Librarian and grow their knowledge. Successful Library Assistants like to read and recommend books to others. They are highly organized and pay attention to small details when shelving books, ensuring that they place each item in its proper place so the next patron can easily find what they are looking for.
