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TOWN OF SAN ANSELMO
LIBRARY ASSISTANT

DEFINITION

To perform a wide variety of detailed clerical and para-professional library work; to assist the
public in the use of the library; and to assist other library staff in the completion of various tasks
as assigned.

SUPERVISION RECEIVED AND EXERCISED

Initially may receive immediate supervision from Town Librarian while performing the more
routine duties assigned to positions in this class. As experience is gained, incumbents receive
general supervision from Town Librarian and are expected to perform the full range of duties as
assigned, with increasing independence. Receives technical and functional supervision from
professional staff as appropriate.

Monitor activities of part-time or temporary employees and volunteers as assigned.
EXAMPLES OF DUTIES - duties may include, but are not limited to the following:

Perform circulation duties including checking in and out library materials, renewing library
materials, collecting fines and fees, and performing clerical tasks as needed to circulate library
materials and monitor circulation activities.

Answer library telephone and staff the circulation desk; respond to standard questions about
library services and policies both in person and on the telephone; register new patrons and issue
library cards; receive and process changes of address, name, etc.

Assist patrons in use and understanding of library services and arrangement and location of
library materials; explain use of the computer catalog, Internet, and photocopy machine; assist
patrons in selection of print and non-print materials.

Under indirect supervision of professional staff, assist patrons in use of databases; assist patrons
with directional routine reference questions, which may include bibliographic searching of the
library holdings.

Place and monitor patron holds as needed; search for paged items daily; run reports on the
library’s computer system to monitor status of holds, in-transit items, and paged items.

Calculate, collect, and total monies collected at circulation desk for overdue, lost or damaged
materials; clear paid fines from patron records on the computer system.
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TOWN OF SAN ANSELMO
Library Assistant (cont’d)

Experience:

One year of responsible clerical experience involving public contact. Experience in a
library setting is highly desirable.

Training:

Equivalent to the completion of the twelfth grade. College level courses in library
technology (or equivalent course work at the college level) desirable.

License or Certificate

May need to possess a valid California driver’s license as required by the position.

Date: / 0//& / 49 Approved: A/é‘h« K“/ /7/-'4

Town Administrafor

Page 4 of 4




