
CIRCULATION ASSISTANT  
 

GENERAL STATEMENT OF DUTIES:  

Shelves and maintains proper order of books and other materials; performs basic clerical duties 

to maintain and process records and forms; sets up for programs and meetings and may assist 

with programs on occasion; assists in circulation public service duties and directional reference;  

implements policies, procedures and services; performs related work as required. 
 

DISTINGUISHING FEATURES OF THE CLASS:   
Employees in this class are responsible for carrying out routine and somewhat repetitive duties 

such as checking in and shelving library materials as well as assisting on the public services 

circulation desk requiring specific knowledge of library operations, policies, procedures and 

terminology.  Tasks assigned may be of a routine and repetitive nature.  Work is performed 

under supervision by Associate Librarian, Librarian or Branch Manager who establishes routines 

and checks work for accuracy.  Due to shift schedules and the nature of some assignments, 

employees in this class must be available to work some Fridays and Saturdays in addition to 

evenings during the week. 
 

EXAMPLES OF WORK:  (Illustrative Only) 

Locate, sort, and shelve books, magazines, pamphlets, maps, newspapers, audio-visual materials, 

and other assorted library materials alphabetically by author and title, subject, and numerically 

by Dewey Decimal System; shelf read on an ongoing basis and shift items on shelves as needed; 

greet and refer visitors; provide basic customer circulation assistance and directional reference 

service in-person or by phone; explain library policies or procedures to patrons; check materials 

in and out; collect fines; issue library cards; place materials on reserve; assist with collection 

inventory and searches for missing books; search for and/or input book and patron information 

through a PC; follow instructions to complete assignments; operate standard office equipment 

(for example, telephone, keyboard, fax, photocopier, calculator); maintain security or 

confidentiality of records or computer access; use a computer to enter, process and analyze data 

or to create, edit, print, or retrieve documents; assemble or collate materials or performs other 

general clerical duties and/or repairs to materials; empty book drops, trash/recycle receptacles 

and perform other opening or closing duties; pick up and reshelve or sort books and other items 

that are loose on the shelves; perform pre-closing and closing announcements.  
 

MINIMUM QUALIFICATIONS: (Knowledge and Abilities) 

Must be a minimum of 16 years of age and presently attending or a graduate of high school or 

equivalent program.  Ability to compare names/numbers quickly and accurately; to use subject, 

alphabetical, and numerical filing systems to accurately classify, file, and retrieve materials; to 

understand and carry out oral and written instructions; basic customer service skills and 

experience; communication skills, tact and friendliness; knowledge of general office practices 

and procedures; of library operations, policies, procedures, terminology, library catalog; ability 

to operate a PC and perform basic software functions such as Microsoft application and Internet 

operations, and e-mail usage; to assist patrons in use of technology; to be able to move, on carts, 

up to 150 pounds of weight and lift up to 25 pounds of weight; to deal effectively with frequent 

interruptions; to establish and maintain effective working relationships with co-workers, 

supervisors and the general public; ability to work Fridays, Saturdays and weeknight evenings. 
 

SALARY RANGE: 9.00-12.03/hr   


