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CHIEF LIBRARY CLERK
DISTINGUISHING FEATURES OF THE CLASS:  Provides routine nonprofessional guidance in the use of school or public library facilities to individuals, students, and groups of people in support of library services. The work is performed under the direct supervision of a Librarian. Supervision may be exercised over the work of volunteers.  Does related work as required.

TYPICAL WORK ACTIVITIES: 
Work at the charge desk, using the computerized online circulation system, checking books in and out to borrowers, renewing books, recording fines; empty and discharge book drop; 

Process Southern Tier Library System rotating collections:

Route books for Inter Library Loan;
Issue new cards to borrowers;
Assist in preparing and setting up library displays and bulletin boards;
Phone borrowers to remind them of overdue books or to inform them of reserve books on hand;

Aide patrons in finding and using reference materials, including using the STARCat system;

Keep shelves and periodicals in proper order;

May supervise library in absence of librarian with assistance of volunteers;

Shelve returned books, DVD’s, CD’s, magazines and other reference materials;

Requisition library and audiovisual materials as needed;

Make minor repairs to library material and equipment;

Assist in annual inventory and weeding shelves;

May supervise and train volunteers or student aides; 
Answering phones, using the fax machine and copier as needed;
Maintaining accurate records of incoming cash, visitors, and volunteer hours for RSVP;
Attend relevant Southern Tier Library System meetings and/or trainings;

May type correspondence, other reports and orders not requiring the services of a skilled typist.

FULL PERFORMANCE KNOWLEDGE, SKILLS, ABILITIES AND PERSONAL CHARACTERISTICS:  
Ability to establish good relationships and exhibit tact and courtesy with all patrons; 
Good clerical and math aptitude; 
Interest in knowledge and reading materials; 
Ability to acquire a working knowledge of library rules and procedures; 
Ability to maintain discipline; 
Must work well with other staff members;

Maintain library confidentiality as required; 
Physical condition commensurate with the demands of the position.

MINIMUM QUALIFICATIONS:  Possession of a high school diploma or equivalent. Preference will be given to candidates possessing library clerical experience.
