
Arrowhead Library System


Job Description

Class Title:  Clerk
Job Title:  Substitute Clerk
Nature of Work:

To provide day-to-day operations including circulation, shelving, basic reference, and interlibrary loan service, by mail and bookmobile, to Arrowhead Library system rural and homebound residents on a substitute basis. Assist in the interlibrary loan (ILL) department in the daily processing of ILL requests on a substitute basis. Substitute positions are under the general supervision of the Executive Director.
Examples of Work:

Mail-A-Book
Unpacks and shelves returned library materials;

Uses automated circulation system to check-out and check-in materials, to register patrons, to determine if fines are owed, overdue items are out, or items are on reserve;

Prepares library materials for mailing;

Unpacks materials in all formats;

Registers library patrons;

Performs other duties as assigned;

Bookmobile

Provides reader advisory service;

Checks in and checks out materials;

Shelves materials;

Issues borrowers’ cards;

Requests materials and information from other libraries;

Explains arrangement/service to new patrons;

Telephones patrons about service disruptions or when a requested item is ready to be picked-up;

Other duties as assigned;

Interlibrary Loan
Processes requests for lending and borrowing;

Places holds, checks materials in and out;

Interprets and routes ILL requests to the correct location;
Abilities and Skills:

Ability to understand and effectively carry out oral and written directions;

Ability to operate personal computer, printer, and photocopier;

Ability to search online catalogs, databases and websites effectively;

Knowledge of basic library services;

Ability to file and retrieve documents/data in alphabetical and numerical order;

Ability to explain Bookmobile and Mail-A-Book services to new patrons;

Ability to work accurately with close attention to detail;

Ability to recognize and prioritize tasks that need to be done, and work with minimal supervision once trained;

Ability to stoop, stretch, and climb to retrieve and replace materials;

Ability to establish effective working relations with patrons, contacts at bookmobile stops, and other ALS employees.

Training and Experience:

2 years of college;

Working knowledge of books and authors;

Prior work experience in library services strongly preferred;

Experience in using the Windows computer operating system;

Special Requirements:

Valid driver(s license;

Ability to sit, stand, stoop, bend, stretch, climb ladders, lift and move books and carts of books up to 60 lbs to retrieve and replace items.

This is a compilation of job descriptions for three ALS positions and applies only to substitute employees.
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