public library

Assistant to the Library Director
Statement of Duties

Highly skilled administrative and clerical work to support the activities of the library; all other related work as required.

Supervision

Works under the general direction of the Library Director.

Performs varied functions ranging in nature from routine to complex which require the frequent exercise of independent judgment and initiative.

Supervises volunteers as required.

Job Environment
Work is performed under typical office conditions.  Occasionally required to work outside normal business hours.

Operates computer and other standard office equipment such as telephone, copier, fax machine, etc.

Makes frequent contact with other town departments, boards and committees, state agencies, vendors and the general public.  Requires excellent customer service skills, a high degree of patience, tact, resourcefulness and persuasiveness to influence the behavior of others.
Has access to confidential documents and personal information, including personnel files, bid documents, litigation documents, and vendor tax information.

Errors could result in monetary loss, reduced levels of service, delay and confusion in the provision of services and could have financial repercussions to the town.
Essential Functions
The 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.
Assembles information and assists Library Director with budget development.  Compile monthly, quarterly and year end status reports from all funding sources.

Monitors library purchase orders, receipt of orders and credits.  Follow procedures for bid preparation when necessary.  
Enters invoices in to appropriate library funding sources in the QuickBooks program and prepare warrants for payment authorization by Library Director and Trustees following procedures set by the Town Accountant.  Maintain records accordingly.

Prepares funding requests, billing and budget reports for GPL Endowment.  Work with auditors twice yearly to review records.  
Maintains payroll system.  Monitors vacation, sick, holiday and personal time use and accrual.  Prepares payroll warrant for approval by Library Director.

Collects and counts receipt of payment for fines, copier fees, donations, vendor refunds or other library transactions.  Prepare receipts for turnover to town following procedures set by the Town Treasurer.  Maintain records accordingly.

Tracks gifts (monetary and otherwise) to the library.

Maintains daily staff scheduling system.  Notify staff as changes occur.

Processes payments and keep records and usage reports for Museum passes. 

Assembles detailed information and prepare annual E-Rate applications.

Assembles detailed information and prepare State Aid applications.

Prepares and maintains a variety of records and reports at the request of the Library Director.

Maintains list of office and circulation supplies.  Monitor level of office supplies and order replacements.  Place orders for circulation related supplies.  Maintain current knowledge of discounts available through Massachusetts Regional Library System Cooperative and other sources.  Keep file of catalogs for materials, supplies and equipment.

Coordinates Volunteer and Senior Work Abatement programs.  

Maintains and updates policy and procedure manuals, new trustee manuals and other documentation as required.

Ensures all new hire documentation is complete and all related files and schedules are updated.

Maintains up to date lists of inventory, records, files, forms and key lists.
General administrative tasks such as faxing, copying, filing, typing correspondence, etc

Provides fill-in coverage at circulation desks.  Checks out materials, assists library patrons with various needs, answers telephone and onsite requests, sorts and shelves returned materials, pulls requests and other miscellaneous tasks.
Special projects, as assigned. 
Performs similar or related work, as required, or as situations dictate. 
Recommended Minimum Qualifications

Education and Experience

Associates degree and/or equivalent in business or related field.  Three years experience in a comparable position.  Previous library experience preferred. Experience working with QuickBooks preferred.
Knowledge, Ability and Skill

Knowledge:  Working knowledge of Town Government operations and Library operations, systems and services.  Demonstrated competence with general accounting, budget and payroll practices, word processing and spreadsheet applications, internet and email.  Familiarity with library software systems and databases, office procedures and machines.
Abilities:  Provide excellent customer service to library patrons.  Prioritize tasks and work under tight deadlines.  Work well both independently and in a team environment.  Interface with other town organizations, vendors, service providers, etc. Handle confidential material.  Maintain detailed and accurate records.  Ability to learn and adapt to new business hardware and software.  

Skills:  Exceptional organizational and project management skills.  Possess good judgment, courtesy and tact.  Excellent verbal and written communication skills, including the ability to proofread the work of self and others.  Good attention to detail and accuracy.

Physical and Mental Requirements
Work is performed in an office setting, subject to quiet or moderate noise.  Up to half of time is spent standing, walking, stooping or reaching with hands or arms.  Up to two-thirds of time is spent using hands to finger, handle or feel objects, tools or controls.  The employee is frequently required to sit, talk and hear.  Frequently required to lift up to ten pounds, occasional lifting is required up to thirty pounds; seldom required to lift up to fifty pounds.  Specific vision abilities include close vision and the ability to adjust focus.  The need to respond to competing needs or meet deadlines could cause stress at times.  Equipment used includes personal computers and office machines.
This job description does not constitute an employment agreement between the employer and the employee, and is subject to change by the employer, as the needs of the employer and requirements of the job change.  
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