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Job Title: Head Clerk 
 
Purpose: This supervisory staff position reports to the Library Director and can 
receive direction from other Librarians to carry out special programs or projects. 
The position requires considerable contact with the public, experience with 
library automation software, knowledge of public library policies, and the ability 
to supervise the circulation staff.  The Head Clerk may assist patrons by 
performing a variety of functions including, but not limited to, circulation and 
library card registration, placing reserves, and basic reference services.  The 
Head Clerk is responsible for the management of all circulation processes 
relevant to the efficient workflow of the library including the supervision of all 
clerks and pages.  The Head Clerk is also responsible for linking materials in the 
library catalog and book processing.  The Head Clerk 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. 
*Serves patrons in a courteous and business-like manner. 
*Performs all circulation desk routines that a clerk would be responsible for (*see 
Clerk job description). 
*Supervises circulation staff (clerks and pages) by ensuring they are adhering to 
library policies and procedures. 
*Makes recommendations to the Library Director for circulation staff training 
and continuing education. 
*Makes recommendations to the Library Director for staffing levels of the 
circulation desk. 
*Makes recommendations to the Library Director on necessary changes to 
policies and procedures on circulation services. 
*Trouble shoots collection issues, such as missing barcodes, labeling, and 
cataloging errors. 
*Book covering and processing. 
*Attends monthly staff meetings. 
 



 
Submits payroll to the Library Director and Township Clerk according to the 
Township schedule. 
Compiles and creates reports upon request. 
Assists with weeding and collection development and maintenance when 
required. 
Assists patrons with library equipment and related software.  
Public relations duties as required. 
 
 
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. 
Ability to supervise staff effectively. 
Requires physical agility and strength to bend, reach, lift and carry (up to 25 lbs) 
20% 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; 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. 
 


