Columbus-Lowndes Public Library System
JOB DESCRIPTION

Title:
Library Page/Shelver
Classification:
Hourly, Non-Exempt (Part-time, up to 18 hours per week)
Reports To: 
Circulation Coordinator
SUMMARY
Shelves and retrieves library materials as directed. 
DUTIES
· Under the direction of the Circulation Coordinator or other assigned personnel, is responsible for the organization and accurate arrangement of library materials in the Library, which includes shelving, retrieving, shifting, shelf reading, weeding or discarding as directed. Will assist patrons whenever requested.

· Works at the front desk periodically using the Library’s computerized circulation to check out and check in, and issue library cards.

· Performs additional functions as assigned: may assist in executing the Library’s opening and closing procedures; may assist with Library program preparations; other duties as assigned.
KNOWLEDGE, SKILLS, AND ABILITIES
· Must be able to communicate clearly in writing and verbally. Requires the ability to operate the Library’s computer catalog and copier machine. Able to demonstrate ability to concentrate and apply knowledge of alphabet and numbers to specific filing systems. Physically able to load, move, and unload mobile book trucks that weigh between 75 and 125 pounds. Able to do stretching, bending, and lifting associated with shelving materials on the upper and lower parts of book ranges repetitively. Must demonstrate good customer service skills.
TYPICAL WORKING CONDITIONS
· Works in temperature controlled public building and may work outside for short periods in all weather conditions. Position requires full range of motion for repetitive actions which included standing, walking, lifting, pushing, pulling, bending and stretching. Works a flexible schedule including evenings and weekends.
MINIMUM QUALIFICATIONS
· 14 years or older; completion of ninth grade. Experience with similar activities preferred; or a combination of experience or training which enables one to perform the essential job functions. Must have the ability to follow oral and written instructions, and perform routine, repetitive tasks accurately.
COMPENSATION & BENEFITS

This position will pay $7.50 per hour.  
DISCLAIMER

The above declarations are not intended to be an all-inclusive list of the duties and responsibilities of the job described, nor are they intended to be such a listing of the skills and abilities to do the job. Rather, they are intended to only describe the general nature of the job. 
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