
Job Title: Library Assistant        Hours per week:  Varies            FLSA Status:  Non-Exempt 

       

Reports To: Library Director           Department: Library         Grade:  5 (SAP) 

TOWN OF LUNENBURG 

LIBRARY ASSISTANT 

 

Statement of Duties: 

Works as administrative support for several library functions: general operations, circulation, 

collection maintenance and programs. Also assists patrons with locating information both within 

the library and online. 

 

Supervision: 

Works under the supervision of the Library Director and/or Circulation Supervisor. 

 

Job Environment: 

Work is performed in a busy library setting. Work environment is moderately quiet. There may 

be a normal amount of walking, standing, and bending. May require evenings and weekend 

work. 

 

Essential Functions: 

Essential functions or duties listed below are intended only as illustrations of the various types of 

work that may be performed. The omission of specific statements of duties does not exclude them 

from the position if the work is similar, related or a logical assignment to the position. 

 

 Works at the circulation desk, using ILS software. 

 Books meeting rooms; checks out museum passes using online software. 

 Assists patron’s basic reader’s advisory, computer trouble shooting and ready reference. 

 Checks in and shelves library serials. 

 Receives library materials that have been purchased. 

 Assists with maintenance of collections and such tasks as shelving, weeding and 

straightening as needed 

 Assists with creating signage and marketing flyers as needed 

 Assists with programs as needed 

 Other duties as requested by the Library Director. 

 

Recommended Minimum Qualifications 

Experience in an office or library setting. 

 

Education and Experience:   High School Diploma or equivalent. 

 

 



Knowledge, Ability and Skill: 

 

The successful candidate must be organized, possess the skills to provide excellent customer 

service, able to handle multiple tasks at once, and be a self-starter.  

 

Some familiarity with libraries.  Experience with the Evergreen system a plus. 

 

Ability: Ability to understand and perform routine library procedures.  Ability to learn new 

skills. Ability to work independently. Ability to communicate effectively with staff and public. 

Ability to follow directions. Ability to use online catalogs and databases. 

 

Skill: Effectively communicate ideas and information, both written and verbally.  Detail 

oriented. Good customer service skills. 

 

Ability to use Microsoft Office, at least MS Word and Excel, at a basic level of understanding. 

 

Physical Requirements: 

 

May require standing for long periods of time. Frequently required to reach with hands, arms, 

stand, walk, sit, use hands to finger, grasp, handle, feel or operate objects, tools or controls and 

talk and hear. Occasionally required to kneel or crouch. Occasionally required to lift/move up to 

50 lbs. Specific vision abilities include close vision, distance vision, color vision, peripheral 

vision, depth perception, and the ability to adjust focus. 

 

(This job description does not constitute an employment agreement between the employer and 

employee, and is subject to change by the employer, as the needs of the employer and 

requirements of the job change.) 

 

Approved: 

 

_____________________________   _____________________  

Department Head     date 

 

 

_____________________________   _____________________ 

Town Manager                 date 

 

 

 

 


