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SUMMARY
An employee serving in this position advances the mission of the Library by performing manual and clerical duties in a library. Employees in this classification are closely supervised and primarily responsible for shelving all aspects of the collection in either alphabetical or numerical order, replacing misplaced books, refreshing displays and performing other related tasks.

SUPERVISION RECEIVED
Pages are accountable to the Library Director or other employee serving as a supervisor.


RESPONSIBILITIES AND DUTIES
An employee in this class may be called upon to do any or all of the following: (Does not include all tasks employee may be expected to perform.)

· Demonstrates superior customer service, integrity, and commitment to innovation,   

efficiency, and fiscally responsible activity;

· Demonstrates commitment to the City of Hudsonville’s Cultural Guidelines in all 

interactions with customers, community residents, and colleagues;

· Sorts, shelves, and files various library materials accurately according to library 

classification systems (alphabetic, numeric, and alphanumeric);
· Assist with the processing of library materials.
· Reads shelves for accuracy and re-shelves misplaced items;
· Unpacks and packs boxes of books and other library materials;

· Performs routine support tasks;

· Maintains the neat and orderly appearance of work and public areas;

· Locates and retrieves library materials from public and non-public areas for library staff 

or library users;

· Maintains regular and reliable attendance;

· Works a flexible schedule including nights and weekends;
· Assist with children’s or adult programs including room set up and take down.
· May use computerized library system equipment to perform assigned tasks; and

· This position may require the performance of other essential functions depending upon 

work location, assignment, or shift.


DESIRABLE QUALIFICATIONS FOR EMPLOYMENT
An employee in this class should be 18 years of age or older and have had graduated from an accredited high school with a demonstrated ability to read and the ability to file or learn to file alphabetically and numerically.  They should also have a knowledge of:

· Alphabetical and numerical order.
· Demonstrate technology proficiency at the basic level;

· Maintain regular and reliable attendance, observing a flexible schedule including nights 

and weekends as assigned;

· Learn the Dewey Decimal System in an on-the-job training setting;

· Learn to use designated functions of the library computer system to perform assigned 

tasks;

· Sort and file alphabetically and numerically;

· Communicate effectively with the public and other employees;


PHYSICAL DEMANDS
  The employee must be able to:
· Walk, sit, talk or hear.

· Lift light objects (up to 25 pounds) and carry them short distances (20 feet or less);

· Remain in a standing position for extended periods of time while performing a variety of 

tasks;

· Perform repetitive hand, arm, and body movements, including lifting books on a 

continuous basis for up to an eight-hour shift; 

· Use hands to finger, handle, feel or operate objects, tools or controls;
· Push a fully loaded book cart in and around the library, including long distances (greater 

than 20 feet); and

· Reach overhead, bend, stoop, kneel, crouch or crawl to shelve books weighing up to three 

pounds.
· Specific vision abilities required by this job include close vision, distance vision, color 

vision, depth perception, and the ability to adjust focus.

The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.


WORK ENVIRONMENT
The library environment involves everyday risks or discomforts that require normal safety precautions typical of offices, which includes the need for general safe workplace practices with office equipment and computers, avoidance of trips and falls, and observance of fire regulations.   


SELECTION PROCESS
Formal application, rating of education and experience; oral interview and reference check; final selection and drug screen.

The examples of duties are intended only as illustrations of the various types of work an employee performs.  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.

The job description does not constitute an employment agreement between the employer and the employee and is subject to change by the employer as the needs of the employer and requirements of the job change. 

Approval:_____________________________    Approval:______________________________
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