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Belgrade Community Library
Job Description:  Circulation and Reference Librarian
Hours: 24 Hours per week
Salary:  $13.50-$15.00 per hour	
Additional hours: Staff meeting, training, and substitute hours
Accountable to: Library Director


Education, Training, and Experience Requirements
· Bachelor’s degree or equivalent work experience gained through a combination of education and experience.  
· Upon employment, must enroll in library certification program. 
· Computer experience is essential; Microsoft Office Suite preferred.
· Experience with the Sirsi integrated library system (ILS) a plus.

Primary Objective of Position:  
· With minimal supervision, performs library services within the circulation and reference departments.
· Work varies a great deal, requiring independent judgment and initiative within a framework of established general policies. 
· Personal contact with the public and other employees is continual, requiring strong communication skills, tactfulness, diplomacy, and good judgment under stressful situations.
· High level of customer service skills are required.

Major Areas of Accountability and Performance:
· Serving as a part of the library staff team, assists patrons in making effective use of the library, completes all of the duties of the circulation clerk, including basic technology assistance for patrons, during any shift or portion of a shift.   
· Provide reference desk and reader’s advisory assistance to library patrons.
· Attends staff meetings and training as a part of the library staff.
· Serves as a part of the library staff team and works closely with the Director.  
· Employee will perform and complete all of the duties of circulation during any shift or portion of a shift to assist patrons in making effective use of the library, including locating materials and answering basic reference questions, inputting data into the automated system, handling minor computer and printer needs, sending faxes upon request, shelving materials, and occasionally performing library opening and closing procedures.
· Dependability and reliability are necessary to complete library opening or closing duties throughout the week.
· Library Cash Deposit
· Assist Children’s Library with Storytime and other programs, as needed
· Performs collection development duties for the book on CD collection. 
· Managing periodical and newspaper section of the library. 
· Reach out to local artist community for bi-monthly rotating art displays.
· Recruits and coordinates Artist displays and plans occasional   Artist Receptions.
· Helps with preparation and implementation of Children and Youth programming when needed.
· Assists Director with other duties, special projects and monthly invoices as needed.

Working Conditions and Physical Requirements
	The physical requirements described here are representative of those that must be met by an employee to successfully perform the essential functions of this job.  Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
	Duties are performed in an office type environment.  Duties require walking, standing, keyboarding, lifting and carrying items.  Must be able to push and pull book trucks with casters.  Hours are irregular, including evening and weekends.

Examples of Performance Criteria 
· Meets and deals tactfully with the public, effectively promoting the library and its services.  
· Establishes, maintains, and fosters positive and harmonious working relationships with those contacted in the course of work.  
· Expresses ideas clearly and concisely, orally and in writing.
· Works with the public giving basic technology assistance.  
· Maintains and applies knowledge of assigned library work and services and continues library training through the continuing education program.
· Attendance shows employee is punctual and works assigned shifts.

Major Areas of Accountability and Performance:  (The following are intended to illustrate typical duties; they are not meant to be all inclusive or restrictive.) 
· Maintains current knowledge of new developments in the library field, including technological advances. 
·  Become a member of the Montana Library Association. 
· Engages in training services provided by the Montana Shared Catalog and Montana State Library staff.  
· Enforces library rules for the protection of library users and property.  

Schedule:  Weekdays to include one evening per week and 1-2 Saturdays per month. 
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