Circulation Clerk
Job Description

Classification and Title: Circulation Clerk
Supervisor: Library Director

Overview: 
Under the general direction of the Director, the Circulation Clerk performs tasks related to the circulation of library materials and the extremely important task of customer service. Here they will aid in the efficient operation of the circulation desk and all areas this includes. This staff member also provides support as needed with materials processing and to the library director for special projects as requested. This staff member interacts with the public and staff and is expected to serve all patrons with tolerance and patience. Creating an atmosphere of acceptance and access as well as a strong commitment to customer service, integrity, honesty, tolerance, flexibility, and confidentiality.

Circulation Responsibilities:
· Material circulation
· Assisting patrons with copies, faxes, and computer use
· Creating library accounts for new patrons
· Answer reference questions
· Answer the telephone
· Desk coverage
· Empty book drop
· Cover books
· Clean DVDs, CDs, and books as needed
· Reserve Community Room 
· Straighten, shift, shelf-read, dust shelves
· Other duties as assigned


Minimum/Essential Qualifications:
· Required- High School Diploma/GED
· Required- Ability to work posted schedule and fill in when needed
· Preferred- Library or Related Experience
· Preferred- Library/Information Science Coursework
· Must be able to pass a background check


Knowledge, Skills, and Abilities:
· Ability to read, write, and communicate effectively
· Ability to deal tactfully and effectively with the public and staff members
· Ability to communicate verbally effectively
· Ability to understand and follow oral and/or written instructions
· Ability to do repetitive tasks with speed and accuracy
· Ability to put materials in alphabetical and/or numerical order
· Ability to adhere to prescribed routines
· Ability to type
· Ability to work under minimal supervision
· Ability to use standard office equipment, including computers, telephones, and scanners/fax machines


Physical and Environmental Requirements:
· Must be able to do light to medium lifting pushing or pulling of library materials (20-50 lbs.) For 4-8 hour shifts
· Must be able to reach above the shoulder, bend, stoop, kneel and climb to replace library materials
· Must be able to empty book carts and boxes
· Must be able to stock copier
· Must be able to push book trucks or carts the length and breadth of the library
· Must be able to identify materials on shelving up to 90 inches
· Must be able to read primarily typed or printed text in a variety of type sizes
· Must be able to finger cards, forms, files, etc.
· Work environment must be climate controlled
· Work environment must have little or no exposure to dust
· Work environment must be smoke-free


The job description is not a contract between the Library and the Employee. The Cynthiana Harrison Co. Public Library is an at will employer. The job description duties may be changed at the discretion of the Library and/or the Library may request the employee to perform duties that are not listed on the job description.
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