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Circulation Team Member
Reports to the Circulation Supervisor & Director

Qualifications:

e Stronginterpersonal skills with the ability to communicate effectively and patiently with
patrons of all ages and backgrounds.

e Basic computer proficiency and ability to learn new systems.

e Accuracy and attention to detail in handling cash and confidential materials.

e Previous customer service or library experience desirable.

e Ability to work effectively as part of ateam and independently when needed.

o Willingness to be flexible with work schedule, including staff meetings, and continuing
education opportunities.

Position Description:

Part-Time hours expected and may vary during peak program and event seasons. Availability to
sub for other shifts is preferable. Starting pay is $12.50/hour. Vacation time and KPERS eligibility
vary based on hours worked.

A Circulation Team Member is the first point of contact for patrons and provides the first impression
of the library. Each person plays a vital role in providing excellent customer service and a positive
library experience. This position is responsible for performing circulation tasks, assisting patrons
with their accounts and basic technology needs, and ensuring smooth day-to-day front desk
operations. Participates in the promotion of library programs and collections.

Key Responsibilities:
Customer Service:

e Communicate effectively with colleagues and patrons

e Greet and assist patrons in a courteous, friendly, and professional manner, locating
materials, placing holds, and using the online catalog.

e Register new patrons and update patron records while ensuring confidentiality of
information.

e Provide basic troubleshooting for library equipment, such as computers, printers, copiers,
and self-checkout stations.

Tend to the Library & Materials:

e Check library materials in and out.
e Sort, shelve, and maintain order of library materials; conduct shelf reading and inventory.
e Help maintain a clean, safe, and welcoming environment for all patrons.

The Louisburg Library is an Equal Employment Opportunity employer.
We respect and seek to empower each individual and support the diverse cultures, perspectives, skills, and experiences within
our workforce. Our employees are offered competitive compensation, health and welfare benefits, paid time off, and
professional development opportunities.




