
Library Aide 
Date Posted:  December 15, 2014 

Status:    Part-time; non-exempt 

Location:    Lane Road  

 

Come join our busy Lane Road Branch!  We are seeking a Library Aide to work mornings emptying overnight book 

drops, checking in items, and keeping our items organized. 

 
Please refer to the job description and schedule below for more details about this opportunity.   

     
JOB SUMMARY: 
Assists with the sorting, shelving, and neatness of library materials; performs additional clerical and facilities-related 

duties as assigned. 

 

ESSENTIAL FUNCTIONS: 

 Sorts, organizes and shelves library materials. 

 Shelf-reads assigned areas and re-shelves out of place items. 

 Empties book drops and organizes materials.  Empties book drops during holidays and other library closings. 

 Identifies materials in need of repair/replacement and takes appropriate action. 

 Conducts item searches as assigned. 

 Assists staff in checking in items as needed. 

 Assists with opening duties as needed. 

 May set up meeting rooms for internal programs. 

 May train new Shelvers as assigned. 

 Assists in maintaining and refilling displays. 

 Instructs patrons in the use of library facilities and services as requested and directs patrons to appropriate 

staff members as needed. 

 Serves on library committees as assigned. 

 Follows library safety and emergency policies and procedures. 

 Reports maintenance and safety issues to supervisor and/or Facilities personnel. 

 Performs other duties as assigned.  

 

 
REQUIRED KNOWLEDGE, SKILLS, AND ABILITIES: 

 Familiarity with library policies and procedures preferred. 

 Ability to sort and shelve materials alphabetically and numerically. 

 Effective customer service and interpersonal skills, including the ability to read and understand English 

language and numbers. 

 Competent in the use of Windows-based computer programs. 

 

EDUCATION AND EXPERIENCE:  

 High school diploma or G.E.D. required. 

 



 

PHYSICAL AND ENVIRONMENTAL CONDITIONS:  

 Considerable mobility including, but not limited to, extensive periods of walking, bending, stooping, kneeling, 

and lifting weights up to 20 pounds, and pushing full book carts. 

 Calm and focused handling of interruptions or distractions. 

 

HOURS/SCHEDULE: 

Part-time;  

Mondays 8-11:30 am 

Tuesdays 8-11:30 am 

Wednesdays 8-11:00 am 

Thursdays 8-11:30 am 

Fridays 8-11:30 am 

 

SALARY: 

$ 9.18 per hour minimum starting rate of pay 

 

 

 

 

 

 


