
 

 

Job Specifics 

Title Part-Time Children’s Circulation Assistant 

Reports To Youth Services Coordinator 

Schedule Part-time, 8-10 hours/week including a Saturday rotation. Ability to substitute preferred. 

Salary $10.00/hr 

Job Summary 

The Children’s Circulation Assistant is key in creating a positive experience for each library customer, providing public 

services focusing on youth and families in our library. The children’s circulation assistant will participate in the routine 

operations of the children’s room, including handling circulation tasks such as checking materials in and out, actively 

assisting customers with locating materials and with using the catalog, assisting customers with self-directed tasks 

and technology, and making sure materials are returned to the correct shelf locations. As time allows, the children’s 

circulation assistant may also assist the Youth Service Coordinator in preparing materials for programs and processing 

new books. 

Responsibilities 

Circulation 

 Provides and warm and welcoming environment for all families that use the library. 

 Provides prompt and accurate customer service to patrons in the circulation of library materials, including the 

payment of fines & fees. 

 Answers the phone courteously and provides requested patron information and service. 

 Checks-in items that have been returned by patrons and through delivery from other libraries. 

 Shelves materials in the correct order to ensure that staff and patrons can locate desired titles quickly and 

easily. Keeps the children’s library neat and orderly by returning books, toys, and other materials to their 

correct location. Sanitizes toys and materials according to schedule. 

 Communicates library system procedures and policies to customers including time limit of check out, notices, 

and fees. 

 Provides excellent customer service while resolving the customers’ issues by listening, asking questions, 

offering an appropriate solution and referring to a supervisor if needed. 

 Promotes library programs and events through discussion and distribution of materials. 

 Assists with promotion and logging reading and activities of reading challenge participants in Beanstack. 

 Operates cash register accurately when receiving payments and making change. 

 Responsible for opening and closing the children’s room when required. 

 Works with Reference and Circulation staff to cover staff breaks and ensure complete patron service. 

Other Duties 

 Assists the Youth Services Coordinator with preparing materials for children’s programs, displays, and 

activities. 

 As part of a team, all Library staff are cross-trained to provide support and perform duties in other areas, such 

as basic technical services, as needed. 

 Attends professional development and continuing education (CE) opportunities and meetings as required or 

requested. 

 Other duties as assigned. 

Qualifications 

Education & Experience  

 A minimum of a high school diploma or equivalency; Bachelor’s degree preferred 

 Previous customer service experience  

 Previous experience working with children 
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Knowledge, Skills, & Competencies 

 Candidates must possess excellent customer service skills. 

 Knowledge of basic computer functions and software and ability to quickly learn new programs. 

 Excellent communication, interpersonal, and customer-service skills.   

 Ability to deal with the public using courtesy and tact.   

 Ability to establish and maintain effective working relationships with supervisors, coworkers, and the general 

public. A true interest and like of children of all ages is required. 

 Knowledge of children’s development and children’s literature is highly desired. 

 Self-discipline, good work ethic, and interest in reading and libraries.  

 Ability to understand and adhere to library policies and procedures. 

Required Clearances 

 PA Child Abuse Clearance, PA Criminal Record Check, and FBI Criminal Background Check 

Physical Demands 

 Ability to stand and/or walk for up to 3-8 hours per workday.  

 Ability to bend/stoop, squat, kneel, reach above shoulder level, lift, and push and pull carts. 

 Ability to lift and carry up to 25 pounds. 

 Ability to repetitively grasp, lift, and carry materials.  

 Ability to repetitively perform fine motor manipulations including typing and writing.  

 Ability to answer the phone and speak clearly. 

 

This document describes the position currently available. If is not an employment contract. Management reserves the right to add, modify, change 

or rescind work assignments as needed. The essential functions or duties listed above are intended only as illustrations of the various types of work 

that may be performed and are representative of those that must be met by an employee to successfully perform the essential functions of the job. 

The omission of specific statements of duties does not exclude them from the position if the work is similar, related, or a logical assignment to the 

position.  
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