Arkell Museum at Canajoharie
Canajoharie Library

Job Description

Library Assistant
The Canajoharie Library & Arkell Museum Library Assistant provides support to the Head of Library Services and offers customer service to the public. Library Assistant is supervised by the Head of Library Services.
Desirable education and experience:


High school graduate or equivalent with applicable, documented work experience.  Excellent customer service skills and an appreciation for the arts is highly desirable.  Library Assistant must pass background, substance, and credit checks.

Illustrative Duties:
· Performs all the functions of a Customer Service Clerk (see CSC job description)

· Assists with tracking the collection through overdue and bill notices.
· Processes incoming and outgoing Inter-Library loan requests

· Processes Lost Items Owed to Other Libraries report

· Processes In-Transit Report
· Handles all lost item and fine disputes
· Changes loan status of new library materials from new to standard circulation
· Maintains a well-stocked library circulation and museum admission desk by ordering supplies and making photocopy handouts as needed.

· Prepares library materials for circulation and performs database clean-up.

· Prepares bulk loan materials for outreach locations.

· Performs other duties as assigned by supervisor.  

-7/29/2012
