JOB ANNOUNCEMENT

WEST FELICIANA PARISH LIBRARY

JOB TITLE:       Library Assistant 1  

Part time, hourly position, MLIS students in school may apply.

Applications may be found on parish website; www.wfparish.org. and sent to nbeam@wfplibrary.org by 9/23/19 5:00.
GENERAL STATEMENT OF DUTIES

Performs responsible and varied professional library duties; provides youth programing, provides assistance to library users in securing information and using library resources to meet specific needs.
SUPERVISION RECEIVED

Receives general supervision from the Library Director and Library Manager through oral or written instructions.
ESSENTIAL JOB FUNCTIONS

· Assists patrons in using the computerized catalog to locate materials.
· Develops extensive knowledge of the collection to efficiently and effectively provide accurate information to fill the patron’s needs.
· Assists patron in use of public computers including word processing, internet searching, and use of online databases.
· Performs circulation tasks when needed. 

· Follows established policies and procedures in performing all functions

SPECIALIZED DUTIES

· Plans children’s and teen’s programs and executes them at the library; when needed off campus.
· Assists with marketing including social media.
· Assists collection development and collection evaluation. 

· Performs other functions or special projects as directed by supervisor.
PHYSICAL DEMANDS

Physical requirements include the ability to move around the facility, bend, stoop, carry at least 20 pounds, push loaded book trucks.
KNOWLEDGE, SKILLS, ABILITIES

· Ability to work without direct supervision.
· Initiative to determine and complete needed tasks.
· Ability to meet and relate to public and staff members in a positive and constructive manner.
· Considerable knowledge of computers, automated search methods and ability to effectively use the various information access methods available in the library.
EDUCATION REQUIREMENTS

Master’s Degree in Library Science from an accredited school or enrolled in an accredited program to graduate 2020.
EXPERIENCE AND TRAINING

None required

The work examples described in the specification are intended only as an illustration of the various types of work that may be performed. The omission of specific statements of duties does not exclude them from job performance requirements if the work is similar, related or a logical assignment to the job.

Reasonable accommodations may be made to enable individuals with disabilities to perform essential functions.

 West Feliciana Parish is an Equal Opportunity Employer.
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