


Senior Library Assistant, Library Department

¢~ r Lib-~~/ Assistant - Circulation

Provides outi ich services to homebound patrons; selects and
delivers books and other materials.

Performs circulation operations of the Library in accordance with
Library goals, objectives, policies and procedures.

Checks library books and materials in and out.

Collects and receipts overdue fines and other fees; checks shelves for
overdue items.

Registers new Library patrons and verifies registrations.

Enters all pertinent circulation data into computer; updates patron
database as needed.

Empties book drops; loads / unloads book carts; checks materials for
damage and performs minor repairs as needed.

Trains, schedules and assists in the supervision of the work of the
Library Aides.

Maintains bill and change machines and prepares daily deposit.

Senior Library Assistant — Yo ** Services

Maintains youth collections, weeds, cleans and keeps materials in
order.

Assists Librarians with Youth Programming

Assists in the maintenance of exhibits, posters and displays.

Assist patrons with readers advisory and creating bibliography sheets

AD™TIONAL "B F{"™'"TIONS

Performs routine clerical work as required, including but not limited to answering
the telephone, typing reports and correspondence, copying and filing documents,
[ essing mail, attending meetings, etc.

Supervises in assigned area in the absence of the Senior Librarian as required.

Oversees the work of volunteers and provides training as required.

Reserves materials for patrons as needed.

Sells various items to the public.

Performs related duties as required.



Senior Library Assistant, Library [ _ artment

I*"AIM TRAINING AND =VPERIF* =

Requires a high school diploma or GED equivalent with two years of experience
in il operations.

An equivalent combination of training and experience which provides the required
skills, knowledge and abilities may be considered.

SPECIAL REQUIREMENTS

Must possess a valid Florida driver’s license.

PERFTM"EMANC= '"NDICA T RS

Knowledge of Job: Has knowledge of the methods, procedures and policies of
the City of Dunedin as they pertain to the performance of essential duties of the
Senior Library Assistant. Is knowledgeable in the laws, ordinances, standards
and regulations pertaining to the specific duties and responsibilities of the
position. Has knowledge of public library practices and procedures. Is skilled in
applying a responsible attention to detail as necessary in preparing reports and
correspondence. Has the ability to learn and utilize new skills and information to
improve job performance and efficiency. Clearly understands any occupational
hazards and adheres to all safety precautions inherent in performing the
essential functions of the work. Has the ability to speak and understand the
English language

PERFORMANCE APTITUDES

Data ! *“***—ation: Requires the ability to arrange, compare, count, differentiate,
measure and/or sort data and/or information. Includes judging whether readily
observable functional, structural or compositional characteristics are similar to or
divergent from prescribed standards, procedures or routines.

Lheman Intargetinn: Requires the ability to exchange information for the
purpose ui vwtaining information or clarifying details. Performs such within well-
established policies, procedures and standards. Is able to provide limited
supervision and leadership as assigned; is able to provide effective volunteer
training. Is able to offer assistance to fellow employees as necessary. Knows
how to perform duties in a courteous manner and with the utmost integrity in the
best interest of the public









