Alcona County Library

Job Description:  Branch Clerk

Position Summary:  Under the supervision of the Library Director, The Branch Clerk maintains the branch library.  Branch Clerks keep informed about the library and seeks answers and information for patron questions.  Branch clerks are responsible for the operation of all branch functions including but not limited to the following:

Duties:

1. Maintain all branch reports and supply requested information to Main branch library in a timely manner.

2. Accurately accessing and imputing Patron Information data.

3. Provides usual circulation activities for patrons, including check-in and check-out of materials, shelves books.

4. Processing inter-library loan requests by forwarding these to the Main branch for processing.  
5. Adheres to policies and procedures of Alcona County Library and explains/interprets policies to branch patrons.

6. Creates displays as space allows.

7. Supports and promotes library programs and literacy in whatever manner appropriate for the branch.

8. Promotes computer literacy and assists patrons with Internet searching.

9. Promotes the use of our online catalog and assists patrons in placing holds.

10. Performs light housekeeping including vacuuming as necessary or weekly, dusting shelving & furniture, keeping rest rooms clean, fingerprints on windows, sanitizing computer keys, headphones, etc. and keeping sidewalks free of  light snow and ice.

11. Keeps Substitute Folder complete and up-to-date.

12. Continues to improve computer skills and attends training workshops as appropriate.   Attends Staff meetings as scheduled.

13. Performs other related duties as requested by the Library Director.

Knowledge, Skills, Experience, and Training Needed:  Two-year degree or appropriate related experience or current coursework toward such a degree.  Other training as requested.

Supervisory Function:  Indirect supervision of others working at the Branch
.

Environmental Conditions:  General office environment with frequent public contact.

Physical/Mental/Visual Effort:  Requires light work lifting and carrying.

Tools and Technologies Used:  Knowledge of Keyboarding, calculator, copy machine, computer, television, DVD player, Internet.  Specific software includes: MicrosoftWorks, MicrosoftWord, Sirsi.

04/2016
