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DEFINITION
To perform a wide variety of general library and clerical tasks in support of library operations and services.

DISTINGUISHING CHARACTERISTICS
This is a classification whose incumbents perform routine circulation procedures, sorting and shelving, and basic clerical duties.

SUPERVISION RECEIVED AND EXERCISED
Receives immediate supervision from paraprofessional or professional staff.

EXAMPLES OF DUTIES - Duties may include, but are not limited to, the following:

Register borrowers and issue library cards.

Circulate and process library materials.

Read shelves for correct order of books; place books and other material on shelves in proper alphabetical or numerical sequence; discard materials as instructed.

Use and contribute to the maintenance of on-line data bases.

Retrieve materials from book drops, shelves and storage areas.

Maintain public area, shelving and storage area.

Pack or unpack interdepartmental mail or other library materials; distribute mail and library materials.

Drive Library Bookmobile or City vehicle.

Print library notices and prepare them for mailing.

Perform related duties as assigned.

QUALIFICATIONS

Knowledge of:
Basic filing.

Oral and written communication skills.

Basic mathematics.

Ability to:
Alphabetize and organize materials in numerical order.

Stand for prolonged periods, lift up to thirty pounds and perform tasks requiring physical agility.

Learn library organization and procedures.

Communicate effectively with public and staff.

Drive Bookmobile or City vehicle in certain assignments.

Perform routine mathematical calculations; make cash transactions.

Perform repetitive duties and perform a variety of work with frequent interruptions and changes in schedules.

Follow oral and written directions.

Establish and maintain effective work relationships with public and staff.

EXPERIENCE AND EDUCATION
Any combination of experience and education that would likely provide the required knowledge and abilities is qualifying.  A typical way to obtain the knowledge and abilities would be:

Experience:
None required.

Education:
Equivalent to the completion of the twelfth grade.

LICENSE OR CERTIFICATE
None required.Possession of a valid California Driver's License will be required if assigned to drive the Bookmobile.

SPECIAL REQUIREMENT
Proficiency in a foreign language may be required.
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