
Lyon Township Public Library 
Job Description: Genealogist 
Approved:   September 25, 2007 
Revised:   April 30, 2013 
 
 
Job Title: Genealogist 
 
Purpose: This para-professional position reports to Library Director and can 
receive direction from other Librarians to carry out special programs or projects. 
The position requires extensive contact with the general public and subject 
specific researchers.  The Genealogist is responsible for the management of the 
Genealogy Department including the magazine and book collection, local history 
collection, and genealogical databases.  The Genealogist is also responsible for 
genealogy programming including Genealogy Club meetings, booking 
workshops and lectures of appropriate nature for genealogy patrons, and 
conducting research tours of other local research facilities.  The Genealogist will 
need to work closely with other staff including clerks and librarians and will 
attend continuing education opportunities at the direction of the Library Director 
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. 
*Provide subject specific reference and research services to genealogy patrons. 
*Provide basic instruction to patrons in how to use online genealogy databases 
offered by the library. 
*Provide basic instruction to patrons in how to use genealogy resources such as 
census records, telephone directories, newspapers, birth, death, marriage and 
divorce records, wills, tax records, property deed, etc. 
*Arrange, store, preserve and prepare guides for local history materials. 
*Selection and retention of local historical materials for collection. 
*Provide 
*Serves patrons in a courteous and business-like manner. 
*Book mending. 
*Assists with development of website and library publications. 
*Attends monthly staff meetings. 
 
Assists with weeding and collection development and maintenance when 
required 



Compiles and creates reports upon request. 
Assists with covering the circulation desk and all circulation procedures when 
necessary. 
Maintains displays as needed. 
Assists patrons with library equipment and related software.  
Public relations duties as required. 
Assumes more managerial duties in event of Director’s absence. 
 
Knowledge, Skills and Abilities Required: 
Knowledge of library automation systems. 
Ability to deal tactfully and courteously with the public; and to establish and 
maintain effective working relationships with co-workers. 
Ability to make decisions in accordance with library policies and procedures. 
Ability to think analytically and to develop new procedures for more efficient 
work flow. 
Knowledge of standard office and library machines (i.e. photocopier, fax 
machine, printers). 
Familiarity with current technology and electronic sources of information. 
Ability to communicate effectively, both orally and in writing. 
Excellent understanding of library policies, procedures, philosophy and public 
service values. 
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: 
Two year degree from a recognized college required, BA preferred.   Related 
course work in history preferred. Experience working with historical collections 
preferred. 
 
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. 
 
 


