Library Page Job Description:
Overview: Supports the Library’s mission by [1] shelving and organizing library materials, [2] checking materials in/out and registering new cardholders, and [3] assisting library staff with various clerical, processing, programming, and housekeeping tasks as assigned.
ESSENTIAL DUTIES AND RESPONSIBILITIES
Follows established Library and personnel policies, procedures, and work standards
Provides exceptional customer service assisting library patrons, staff, and volunteers pleasantly and professionally
Maintains confidentiality of sensitive information
Presents the Library and its services in a positive manner
Regularly monitors Library staff communication venues for up to date information
Assists in the use, maintenance, and security of Library building, property, and equipment
Uses the Library’s automated system to check materials in/out, process holds and interlibrary loans, register new cardholders, collect fines/fees, answer inquiries, etc.
Performs data entry tasks, including entering library database updates
Shelves library materials and keeps the shelves neat and orderly
Rearranges or shifts books or materials as needed
Assists in keeping the Library neat and orderly
Assists in opening and closing routines
Assists in the physical processing and maintenance of library materials
Assists with library displays, including maintaining display areas
Assists with programs, including set up and take down
Performs work as required and assigned for the efficient and effective operation of the Library
QUALIFICATIONS
Education and/or Experience: Minimum of two years of high school education
Currently enrolled in high school, vocational, technical school, or college
Comfortable with technology
Skills, Knowledge, and Abilities:
Office & Library
Ability to handle multiple tasks and work with efficiency, skill, and accuracy
Ability to accurately make change and receipt income
Ability to quickly and accurately sort by alphabetical, numerical, chronological, and Dewey Decimal order
Ability to see, read, and understand library material labels, stamps, and printed information in order to put in correct location
Ability to see, read, and understand catalog records and to apply the information they contain
Ability to retain knowledge of Library policies and procedures
Ability to retain knowledge of materials and services available at the Library
Ability to retain knowledge of physical organization of the building and functions of various departments within the Library
Flexible, adaptable, and able to flourish in a changing environment
Dependable, motivated self-starter able to work a flexible schedule, including evenings and weekends
Communication
Good interpersonal and communication skills, in person, by phone, and electronically
Good oral and written language and communication skills
Ability to read, comprehend, and follow oral and written instructions
Ability to effectively present information and respond to questions from Library personnel and the general public in one-on-one and group situations as appropriate
Ability to work collaboratively as a member of a team
Customer Service
Knowledge of and commitment to excellent customer service
Ability to work effectively and courteously with customers and staff
Skilled at working cooperatively and collaboratively with customers and staff to achieve results
Ability to work efficiently and calmly during busy periods and with frequent interruptions
Ability to use good judgement following procedures in support of Library policies
Technology
Ability to operate a computer, telephone, copier, FAX, and other office equipment as needed to efficiently and accurately carry out job responsibilities
Ability to use the Library’s automated circulation system and online catalog
Knowledge about and/or experience communicating via social media channels
Physical Demands: 
The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
· Individuals may need to sit or stand for extended periods. 
· Manual dexterity to manipulate library materials required. 
· Ability to communicate effectively, both orally and in writing. 
· Reaching above shoulder heights, below the waist, or lifting as required to file documents or store materials throughout the work day. 
· Ability to do repetitive tasks with speed and accuracy. 
· Employee may need to carry, push, pull or lift up to 30 pounds. 
· Ability to use proper lifting techniques. Push and pull fully loaded (50-100 pounds) carts.
Working Environment: Occasionally exposed to outside weather conditions. Noise level is usually moderate. Work may be performed in a variety of settings and locations. Possible exposure to dust and other allergens.
Work Schedule: Position requires working scheduled afternoon, evening, and Saturday hours.
Note: The information in this summary indicates the general nature and level of work performed within this role. It is not designed to contain or be interpreted as a comprehensive inventory of all duties, responsibilities, and qualifications required of employees assigned to this position. The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the position. This job description is not an employment contract, and is subject to change as the needs of the Library and requirements of the job change.
