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Clerk - Patron Servicestc \l2 "Circulation Clerk - Adult Services
Revision Date:

May 2012
Department:  

Patron Services 

Job Grade: 

3
FLSA Status:

Non-exempt 
Number Supervised: 
FT: 
0

PT:
0

Reports to:  

Head of Patron Services

General Description

A Clerk in Patron Services greets library visitors in person and on the phone, providing them with the information they need, library card registration, check-in and check-out services and organizes and maintains library materials. 


Major Duties and Responsibilities (to include, but not limited to)
1. Greets library patrons, both in person and on the phone, and refers to the correct department.
2. Performs circulation and registration functions.
3. Answers directional questions and assists patrons.
4. May process reserve materials for patrons, place holds and telephone patrons regarding reserved and interlibrary loan materials.
5. Assists and instructs patrons with self-check, accessing their record on the WebPac, use of E-Commerce, and use of the coin operated photocopier.
6. Issues and renews library cards and enters them in the database.
7. Provides general orientation to the building for new patrons.
8. Files a variety of records related to circulation function.
9. Receives and records payments of fines and charges for damaged or lost materials.
10. May be assigned shelf reading in any collection.
11. May retrieve periodicals from storage.
12. May substitute for staff in other departments.
13. Maintains and monitors status of new Adult Fiction and Non Fiction lobby display. 

14. Processes and maintains the daily newspapers.
15. May clean and repair CD’s and DVD’s.
16. May restock used book, periodical and A/V sale shelving.
17. Pre-sorts checked in materials in preparation for shelving.
18. Other duties as assigned.
Contacts Outside of Immediate Department:



All other departments

Necessary Knowledge, Skills, Abilities 

1. Knowledge of basic filing principles.

2. Working knowledge of Windows operating system.

3. Working knowledge of Microsoft Office applications

4. Ability to learn new technology.
5. Ability to exercise tact and decisiveness in a pleasant manner when dealing with patrons.
6. Ability to pay close attention to details while handling several tasks at once.
7. Ability to understand, remember and carry out instructions with a high degree of accuracy.
8. Ability to organize work and maintain good working relationships with others.
9. Ability to communicate effectively in English, both orally and in writing.
10. Strong book knowledge and an interest in reading.
11. Ability to operate the cash register accurately.
Qualifications for Appointment

1. Graduation from high school or High School Equivalency Certificate.

2. At least two years of work experience. At least one year work or volunteer experience dealing with the public in a customer service setting.

3. Must be available evenings and weekends

Working Conditions
Office environment

Physical Demands

Prolonged sitting and standing

Lifting and carrying moderately heavy (up to 20 pounds) loads 

Pushing carts
Other Essential Job Requirements
None

