Job Description
Millersville Public Library
of Sumner County

Job Title:

Job Opening
Children’s Library Assistant

Children’s Library Assistant

Location:

Millersville Public Library,
1174 Louisville Highway,
Millersville, Tennessee 37072

Sumner County Libraries

Position Type:

Part-time (20 hours/week)

Date posted:

August 9, 2017

Posting Expires:

Until filled

External posting URL:

http://www.sumnertn.org/Links___Resources/Job_Openings

(1 position available)

Department/Group:

Applications Accepted By: E-mail or Postal Mail
E-MAIL:

MAIL:

mpl.librarymanager@gmail.com

Millersville Public Library of Sumner County
Attn: Library Manager
P.O. Box 213
Millersville, TN 37072

SUBJECT LINE:
RE: Children’s Library Assistant Clerk

Job Description
The employee will be expected to provide extended contact and communication with library patrons and
guests, specifically children and adults attending story time programs. The employee will also be expected to
engage children ranging in age from birth to age eleven in reading stories, telling stories, singing songs, playing
games, and creating arts and crafts. Other employee expectations include performing library clerical work
associated with the functions of a library. All work will be performed according to well-defined procedures.
Role and Responsibilities
The Children’s Library Assistant Clerk primary role is to work mostly in the Children’s Library in order to
efficiently serve all patrons and guests. Responsibilities include, but are not limited to, the following tasks:


Assist Children’s Librarian in preparation for and execution of engaging story time programs



Assist library patrons and guests with locating materials and with their use of computers



Check library books in and out of the library and explain borrowing procedures to library patrons



Shelve library materials with accuracy; assist in the cleaning and organization library materials



Answer telephone calls, transfer calls and provide information to callers



Operate office machinery such as the photocopier, fax machine, and computer

Minimum Qualifications
Possession of a high school diploma or a high school equivalency diploma.
Preferred Skills
The ideal candidate will have the ability to understand and follow both verbal and written instructions, to
effectively speak and write, and to establish and maintain effective working relationships with co-workers,
library patrons and the general public. The ideal candidate will also be self-motivated and able to use initiative
and independent judgment, in addition to having creative abilities in storytelling, singing, and crafting.
The candidate must have the stamina for extended periods of walking, standing, sitting, bending, stooping and
kneeling. The candidate must be willing to assume additional responsibilities as needed to assist in maintaining
and operating the library.
The candidate must be willing to work some evenings and Saturdays.

