STAFF – DUTIES AND RESPNSIBILITIES – DESK CLERK
I. Greets visitors in a welcoming manner.
II. Performs all duties pertaining to the circulation desk, using an automated system.
1. Sets up circulation desk for use.
a) Checks the date stamp for accuracy.
b) Turns on printers & computers.
2. Check materials in/out/renew materials.
3. Manually stamps each item with due date.
4. Places “Holds” for reserved materials.
5. Notifies patrons of reserved materials.
6. Collects fines and updates the patrons charges on the computer.
7. Takes applications for new patron cards or replacement cards.
8. Updates patron file information on the computer.
9. Carries out the proper handling of lost or damaged books.
10. Makes courtesy calls for overdue items.
11. Answers the phone and provides routine information or takes accurate messages to be addressed by another.
12. Handles routine complaints and deals with the patron difficulties.
13. Performs basic reference work or refers it to another.
14. Assists patrons in locating materials.
15. Answers a variety of questions pertaining to library use, reference, etc.
16. Read ad fully understand Library Policy and ensure patron compliance.
17. Report in writing all issues regarding noncompliance of library policy, safety, security, equipment malfunctions, and other concerns.
18. Have a working knowledge of Windows-based software and internet use.
III. Other Duties
1. Replace books, magazines, and other library holdings on shelves according to alphabetical and numbering sequences.
2. Maintains accurate library shelving of books, by shelf reading and re-shelving materials that are out of place.
3. Moves books or items as needed, to make shelf room for books or items to be put away correctly.
4. Does routine maintenance on books or items such as pasting in due date cards, spine labels, series labels, covering books.
5. Makes simple mending repairs.
6. Keeps the magazine stacks (behind the magazine shelf) in correct order, ending with newest editions on top. 
7. During slow periods, maintain library neatness by straightening shelves, pushing in chairs, straightening newspapers, etc.
8. Use proper methods to turn on/off PCs, boot and reboot.
9. Use proper methods to start and exit all applications.
10. Do the following with the printer, copier and fax: load paper, clear jams, know who to call for maintenance or repair.
IV. Must have the ability and desire to serve the library needs of all ages and backgrounds.
1. Ability to establish good patron rapport.
2. Show attention to detail.
3. Able to multi-task. Have flexibility to deal with multiple unexpected tasks and patrons simultaneously.
4. Able to prioritize tasks.
5. Assists with library programs and displays, etc.
6. Fills n, as needed, for vacations/absentee days, etc.
V. Able to perform all opening/closing procedures for the day when necessary.
1. Turn on/off all computer/copiers/printers.
2. Empty book drop upon starting shift and randomly check book drop during shift.
3. Turn Open/Close sign.
4. Turn on/off lights – set alarm.
VI. Perform other tasks as assigned and needed.	

 


		



