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Job Title: Clerk 
 
Purpose: This support staff position is supervised by the Head Clerk and Library 
Director and can receive direction from the Library Technician or other 
Librarians to carry out special programs or projects. The position requires 
considerable contact with the public. The clerk assists patrons by performing a 
variety of functions including, but not limited to, circulation and library card 
registration, placing reserves, and basic reference services. The clerk will need to 
work closely with other staff including pages. A particular challenge of this 
position involves working with members of the public. The clerk will attend 
continuing education opportunities at the direction of the Head Clerk to gain 
knowledge, skills and abilities to assist in carrying out the library's mission and 
adopted goals. 
 
*Duties that are priorities and/or are subject to evaluation during performance 
reviews. 
 
Principle Duties: 
*Contributes to the overall effectiveness of providing direct service to patrons. 
*Serves patrons in a courteous and business-like manner. 
*Performs circulation desk routines including the following: 
*Responds to patrons in an accurate and timely fashion. 
*Answers circulation questions and deals with problem patrons. 
*Charges and discharges library materials. 
*Collects fines and fees. 
*Processes incoming and outgoing library materials for Library co-operative 
inter-library loan and delivery. 
*Answers directional and basic reference questions. 
*Assists patrons with faxing, printing, photocopying and scanning. 
*Works efficiently and accurately with library computer. 
*Assists patrons in finding materials to match reading interests. 
*Assists patrons with public access computers. 
*Empties book drop. 
*Performs opening and closing procedures. 
*Processes reserves and takes holds. 
*Register new patrons for library cards. 
*Answers telephone. 



*Book Community Center, including checking in and out keys and accepting 
deposits. 
 
May compile and report statistics. 
Prepares materials for reshelving. 
Assists patrons with library equipment and related software.  
Informing and enrolling patrons for reading programs, book discussion groups 
and any other library sponsored programs. 
Public relations duties as required. 
Cleans and requests repair of library materials as needed. 
Performs related work as required. 
 
Knowledge, Skills and Abilities Required: 
Ability to learn general and library clerical methods and practices. 
Ability to learn the general rules and regulations of the library systems. 
Ability to learn library circulation procedures. 
Ability to deal tactfully and courteously with the public; and to establish and 
maintain effective working relationships with co-workers. 
Ability to make minor decisions in accordance with library policies and 
procedures. 
Ability to assist other staff in various phases of library work. 
Ability to sort and file alphabetically and numerically. 
Experience with computers and other common office equipment. 
Ability to communicate effectively, both orally and in writing. 
General computer and keyboarding skills. 
Requires physical agility and strength to bend, reach, lift and carry (up to 25 lbs) 
over 60% of the time; and extensive use of a computer terminal. 
Ability to work with limited supervision 
Ability to maintain composure in stressful work situation. 
 
Education Requirements: 
Minimum High School Diploma or G.E.D equivalency; some experience with 
general clerical skills including, typing, filing, and computer skills, or any 
equivalent combination of experience and/or training that provides the required 
knowledge, skills and abilities upon approval by the Director. 
 
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 required to do the job. Rather, they are intended 
only to describe the general nature of the job. 
 


