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CITY OF VESTAVIA HILLS

VESTAVIA HILLS LIBRARY IN THE FOREST

PART-TIME POSITION VACANCY:
Adult Services Clerk

DESCRIPTION

Work is performed in the Adult Services Department under the general supervision of the Adult Services Librarian, with some latitude for independent judgment within established guidelines. The job requires judgment based on knowledge of procedures and policy learned under direct supervision by the professional staff.  Work includes answering reference questions via email, telephone or in person; assisting patrons with computer use, printing, and scanning as well as readers’ advisory; assisting with maintenance of adult collections; creating and maintaining displays; creating promotional materials; and assisting with adult events and programs. 
EXAMPLES OF WORK
Adult Department duties include but are not limited to:

· Assisting patrons in finding books, CDs, audio books and other materials
· Assisting with programs and events
· Remaining abreast of current, newly published materials
· Checking out and renewing materials
· Creating reports pertaining to material usage

· Weeding, shifting, merchandising adult collections

· Assisting patrons with use of digital and streaming services such as downloadable books, magazines, movies and music
· Performing related duties as assigned
DESIRABLE KNOWLEDGE, SKILLS AND ABILITIES

Applicant should possess knowledge of Dewey Decimal System, library operations and the circulation system, Internet and Windows systems used by the library, excellent interpersonal and communication skills to effectively interact with all age levels and cultural and socioeconomic backgrounds, excellent clerical skills, ability and willingness to give attention to details and to ask questions when unsure, skill to manage time efficiently, knowledge of business English, spelling and math, ability to understand and follow oral and written directions, knowledge of departmental rules, regulations, procedures and functions, and knowledge of computer applications including hardware and software related to performance of the essential functions of the job. Experience with desktop publishing software preferred. 

Must be able to work with minimal instruction and supervision and have the ability to establish and maintain effective relationships with associates and with the public. Applicant must also be able to handle irate patrons in a diplomatic manner. 
Essential and marginal functions required maintain physical condition necessary for standing for prolong periods of time; ability to carry a bag of books and materials, push a book truck with 150 pounds of weight and eye sight ability to read computer screen.

EDUCATION AND EXPERIENCE
Sixty (60) credit hours of college work at an accredited, Liberal Arts College or university are required. Two to three years of progressive responsible library experience or any combination of education, training and experience providing the required knowledge, skills and abilities to perform the essential functions of the job.

HOURS AND SALARY

Must be available to work 19 hours per week at $14.85 per hour. Position includes working at least two evenings per week and up to two weekends per month including Sundays. Employee may be required to adapt to future schedule changes depending on library needs.  
TO APPLY
Please email resume and application to Terri Leslie at tleslie@bham.lib.al.us. Deadline for submissions is Thursday, September 19, at 5:00 pm. Qualified applicants may be contacted for an interview; if so, a college transcript will be required. Applicant must pass a drug test and background check. Position available immediately. No phone calls, please. 
