
ODELL PUBLIC LIBRARY DISTRICT
301 E. Richard Street

Odell, IL 60460 






Job Description

Job Title:  Library Clerk
Hours:  Hourly - 13/17 week (average), non-exempt, part-time position 

Reports to:  OPLD Library Director
Supervision:  None or volunteers/interns as directed
JOB SUMMARY:  A Library Clerk is responsible for day-to-day circulation and cataloging duties, opening and closing the library, shelving books & materials as well as maintaining the collection in good order.

DUTIES:

Be responsible for opening & closing the library

Provide day-to-day circulation desk coverage 
Follow daily library procedures

Become familiar with Emergency and Disaster plan and procedures

Process pick lists, materials and record data for inter-library loans

Check materials in and out for patrons

Assist patrons as requested
Maintain computer & library usage logs

Shelve books and maintain collection in good order
Collect monies for fines and book sales

Assist with programs & special events, as needed

Assist with weeding the collection, as needed

Be trained to complete cataloging of new library materials

Be trained to remove materials from the collection after weeding

Assist Director with suggestions for new materials
Collect Memorial information from patrons as needed
Other duties as assigned by the Library Director
JOB SPECIFICATIONS:

- High School or GED; experience or strong interest in library work

· Good organizational skills and able to work independently, as needed

· Professionalism in appearance, patron confidentiality and conduct

· Physically able to bend and lift and move small stacks of books (up to 20 lbs.)
· Knowledge of and desire to work with community resources

· Willingness to learn and follow specific or complicated procedures
· Have own transportation with appropriate insurance and be willing to travel on behalf of the OPLD to trainings or meetings, as necessary
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