








Job Title: Circulation Assistant


Department: Circulation
Reports to: Library Director
Status: Part-Time, Non-Exempt
Starting Salary: $12/hour
Benefits: Paid holidays, vacations, personal leave


Job Summary
The Circulation Assistant supports the Pittston Memorial Library’s circulation team by providing frontline customer service, assisting with in-house programming, maintaining the library’s collection materials, and ensuring a welcoming, safe environment for all patrons.  This position staffs the front service desk, helps to deliver adult and young adult programs, checks books in and out, reshelf materials, and represents the library during outreach events.


Schedule
1. Monday – Friday: Flexible hours, total of 15 – 20 hours per week
1. One Saturday per month: 8:30 AM – 4:00 PM
1. Additional hours may be scheduled for special programs or outreach events


Duties & Responsibilities
1. Assists patrons at the circulation desk and throughout the library.
0. Checks materials in and out.
0. Issues and renews library cards.
0. Answers the telephone and faxes documents.
0. Markets library programs to patrons.
0. Prints and mails overdue notices.
0. Collects and records fines for overdue books.
0. Processes and records donations, honorariums and memorials.
0. Processes books for interlibrary loans and holds.
0. Places holds on materials and notifies patron when materials are ready for pickup. 
0. Performs reference services and provides referrals and reader advisory as needed.
0. Assists patrons with the operation of the library computer system, public access computers and copier.
0. Maintains and updates confidential patron records.
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1. Maintains the collection.
1. Shelves library materials frequently and correctly.
1. Maintains circulation desk, library space and display areas in an organized manner.
1. Reads shelves to maintain materials in appropriate location and order. 
1. Assists in processing new books and periodicals for circulation.
1. Monitors the condition of library materials for needed repairs or replacement.
1. Removes pre-determined materials from system.
1. Processes donated materials.
1. Performs duties to open and close library, including some light cleaning.
1. Supports, promotes and implements library policies and procedures.
1. Attends Luzerne County Library System meetings as needed for training.


Education & Experience
1. High School Diploma or G.E.D. Necessary
1. Clearances Required:
1. PA State Criminal History Background Check
1. FBI Criminal History Background Check
1. PA Child Abuse History Clearance
1. Experience in a public venue
1. Experience in handling money, making change
1. A knowledge of libraries, basic computer skills, excellent oral and written communication skills, the ability to prioritize tasks, and the physical strength to handle boxes of books. 


Physical & Mental Requirements
1. Ability to work in a busy environment with frequent interruptions and background noise.
1. Ability to use computers and standard office technology effectively.
1. Ability to remain seated or standing for extended periods.
1. Ability to lift up to 25 lbs. and push book carts up to 100 lbs.
1. Ability to move freely throughout the library to access materials and assist patrons.
1. Ability to communicate politely, clearly, and effectively with patrons and staff.
1. Ability to follow policies and procedures as outlined in library staff manuals.
1. Must be able to analyze problems, use good judgement and make decisions. 

How to Apply
Please email your resume and cover letter to:
Philip Gristina – pgristina@luzernelibraries.org
Please, no telephone inquiries.
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