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	JOB TITLE
	DEPARTMENT
	JOB LEVEL

	Desk Clerk
	Circulation
	V

	CLASSIFICATION
	REPORTS TO
	SUPERVISES

	Non-Exempt
	Assistant Head of Circulation
	n/a




JOB PURPOSE:  To provide public service at the Library's Circulation Desk.

ESSENTIAL RESPONSIBILITIES AND DUTIES:

The following duties are normal for this classification.  These are not to be construed as exclusive or all inclusive.  Other duties may be required and assigned.

Provides high quality public service, handling all routine circulation procedures and explaining circulation policies and procedures to the public in a professional manner.  

Checks library materials in and out; collects appropriate fines and fees; enters patron data in the computer; and handles routine problems in a pleasant manner, including responding to circulation inquiries over the telephone. Processes AV materials for return to the shelves and helps to resolve AV problems.  Responsible for handling all aspects of patron registration.  Reshelves new books and maintains orderly appearance of lobby. Helps to maintain an atmosphere conducive to study in the library. Performs other duties as necessary.   
Resolves problems relating to materials, which includes notifying patrons of missing or damaged parts, searching shelves for missing parts, cleaning and minor repair of AV items.

NECESSARY KNOWLEDGE, SKILLS AND ABILITIES:  Commitment to public service. Ability to work with the public in a pleasant manner and effectively handle unpleasant situations using independent judgment.  Ability to keyboard and file accurately and recall detailed policies and procedures.  Ability to maintain concentration and to handle quickly and efficiently a variety of duties in the proper order of priority.  Must work a minimum of 16 to 19 hours per week including evenings and weekends.  Any exceptions must be approved by the Head of Circulation.  Employees who have completed 5 years of service may request to work 12 hours per week if scheduling permits.  Must be willing and able to work assigned number of hours per year and substitute for absent staff  as needed for adequate staffing of service desk. 
PREFERRED:  Experience in working with the public.

ESSENTIAL PHYSICAL/MENTAL REQUIREMENTS:  Stamina to handle efficiently a large volume of work at a busy desk.  Ability to stand for a 4 hour shift. Ability to read, write and communicate in English fluently.  Hand/finger dexterity sufficient to enter data into a computer and visual acuity to read fine print and numbers.  Lifting/carrying/gripping individual books weighing up to ten pounds.  Ability to learn computer procedures.  

Ability to operate technology, including computers; ability to read, write and communicate effectively.
QUALIFICATIONS:  High school diploma.

WILL TEACH:  Circulation policies/procedures and Library routines.

The Elmhurst Public Library is an Equal Opportunity Employer.  In compliance with the Americans with Disabilities Act, the Library will provide reasonable accommodation to qualified individuals with disabilities and encourages both prospective and current employees to discuss potential accommodations with the employer.

