












Branch District Library
Youth Services Coordinator

Job Description

Summary
The Youth Services Coordinator has responsibility for supervising the Kids' Place clerks and 
coordinates the publicity and programming functions of the Branch District Library. He/she 
also coordinates Youth Services activities, desk procedures, and staff training.  This is a 
permanent part time position for 21 hours per week. The work schedule may include some
nights and weekends.

Duties performed 

• Open and close the department and building. 

• Check-out and renew materials.

• Deal with patrons who have fines or overdue materials.

• Assist patrons with the Online Public Access Catalog (OPAC).

• Assist patrons with use of the collection, both by telephone and in person.

• Assist patrons with signing up for computer time.

• Assist patrons with Public computers including the Internet, word processing and any 

other help needed.
• Shelving library materials.

• Maintain magazine and newspaper collections.

• Maintain ongoing craft station.

• Create book displays

• Collection Development for assigned areas.

• Maintain supplies needed at Kids' Place desk.

• Answer routine questions using the Library collections including electronic resources.

• Participate in library marketing efforts.

• Develop, schedule and perform story times and related activities.

• Develop, schedule and perform programs for teens.

• Develop, schedule and perform special events.

• Read Children's and YA materials.

• Check materials for damage.

• Clean/Wash materials, computer areas, furniture and toys.

• Write monthly newsletters (for BDL Board, local newspapers and patrons).

• Soliciting, collecting and processing donations.

• Plan, organize and implement BDL's Summer Reading program.

• Make packets for Coldwater Community Schools' Kindergarten Registration.

Authority to make decisions

• Within the policies of the library, the Youth Services Coordinator should be able to 

make common sense judgments to assist Library patrons.
• Questions concerning the validity of any library policy should be referred to the Director



or Assistant Director in his/her absence. 

Supervision given and received

• The Youth Services Coordinator is supervised and evaluated by the Director.

• The Youth Services Coordinator is interviewed and hired by the Library Director.

• Questions concerning scheduling and needed absences should be directed to the 

Library Bookkeeper or the employees immediate supervisor.

Tools, resources, and equipment used

• Will learn to use the circulation software.

• Will learn location of all materials in the Library Collection

• Will learn to use the Online Public Access Catalog (OPAC)

• Will learn to use Library equipment, including telephone, copy machines, scanners, 

printers and computers.
• Will learn Library policies through the use of the Personnel Policy Manual.

• Will understand confidentiality issues inherent in public library service and respect the 

patrons’ right to privacy.

Skills, experience, education required

• The Youth Services Coordinator must have a bachelor's degree.

• Good communication skills in person, online, and on the telephone are expected; a 

respectful and positive manner in serving the public is always the highest priority
• Certain specific duties require additional reference, programming, or computer skills.

Working conditions

• Environmental conditions: Exposure to computer screens; irregular work hours.

• Physical conditions: Must be able to maintain effective audio-visual discrimination and 

perception; walk, stand or sit for extended periods of time; bend; lift and carry objects 
of moderate weight.
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Job description:  
Part-Time BDL IT assistant 

• Helps with the maintenance of all computing hardware in all 6 library branches, 

• Helps maintain and deploy software updates on all desktop computers.

• Keeps the technology hardware inventory is up to date.

• Helps to maintain accurate and complete documentation.

• Provides desktop support to staff and patrons. 

• Other duties as required. 

Requirements:

• Reliable transportation. 

• Familiarity with MS Windows-based desktop computers.

• Familiarity with typical office and word processing software. 

• Basic knowledge of Macintosh and Linux desktop computers.

• Basic knowledge of wired and wireless computer networking. 

Physical Requirements

• Ability to lift up to 50 pounds. 

Desired Skills

• Familiarity with Macintosh and Linux desktop computers. 

• Familiarity with Linux servers.

• Experience with web technologies.

• Any computer programming experience. 
Reports to

• The Library Systems Administrator. 

• 20 hours/week. Hours are flexible, though some nights and weekends will be required for 
upgrades and maintenance. Typical shifts would last until our busiest times in the computer 



6/09/2010

labs: until 5:00 or 6:00 in the evening. 

Benefits

• Mileage reimbursements for travel to library branches. 

Wage Information: 



Branch District Library
Branch Manager
Job Description

Summary
Branch Managers have a broad range of duties and responsibilities.  Their primary 
responsibility is to be able to provide service to the public required, develop and execute 
programming for the public, and to maintain and manage collections in the branch location. 
This position supervises one staff member.

Duties performed 

• Open and close the building. 

• Check-out and renew materials.

• Handle Holds at all stages.  Contact patrons about ILL and Hold materials.

• Deal with patrons who have fines or overdue materials.

• Collect fines and fees.

• Initiate new patron applications.

• Help patrons use copy machines and keep them supplied.

• Assist patrons with printing and keep it supplied.

• Assist patrons with the Online Public Access Catalog (OPAC).

• Assist patrons with use of the collection, both by telephone and in person.

• Assist in the location of missing items.

• Assist patrons with Public computers including the Internet, word processing and any 

other help needed.
• Maintenance of public restrooms (making sure they are stocked, clean and that toilets 

and sinks are operational).
• Shelving library materials.

• Filing DVDs.

• Enter new patrons into the circulation system.

• Maintain magazine and newspaper collections.

• Plan and present programs for adults.

• Plan and carry out Library displays, programs and promotional materials highlighting 

events or topics of interest to adults and children (National Library Week, etc.).
• Participate in library marketing efforts.

• Repair materials.

• Ordering library materials.

• Processing ILL requests.

• Minor building maintenance.

• Assist patrons with reference questions.

• Supervise Branch Clerk.



Authority to make decisions

• Within the policies of the library, Branch Managers should be able to make common 

sense judgments to assist Library patrons.
• Questions concerning the validity of any library policy should be referred to the Director 

or the Assistant Director in his/her absence. 

Supervision given and received

• Branch Managers are supervised and evaluated by the Director.

• Branch Managers are interviewed and hired by the Library Director.

• Questions concerning scheduling and needed absences should be directed to the 

Library Bookkeeper or the employees immediate supervisor.

Tools, resources, and equipment used

• Will learn to use the circulation software.

• Will learn location of all materials in the Library Collection.

• Will learn to use the Online Public Access Catalog (OPAC).

• Will learn to use Library equipment, including telephone, copy machines, scanners, 

printers and computers.
• Will learn Library policies through the use of the Personnel Policy Manual.

• Will understand confidentiality issues inherent in public library service and respect the 

patrons’ right to privacy.

Skills, experience, education required

• Branch Managers must be high school graduates, some college preferred.

• Good communication skills in person, online, and on the telephone are expected; a 

respectful and positive manner in serving the public is always the highest priority.
• Certain specific duties require additional reference, programming, or computer skills.

Working conditions

• Environmental conditions: Exposure to computer screens; irregular work hours.

• Physical conditions: Must be able to maintain effective audio-visual discrimination and 

perception; walk, stand or sit for extended periods of time; bend; lift and carry objects 
of moderate weight.
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Branch District Library
Clerk - Circulation
Job Description

Summary
Circulation Clerks have a broad range of duties and responsibilities.  Their primary 
responsibility is to be able to provide service to the public required at the Public Services 
Desk. In addition, after a suitable training period has been completed, each clerk may be 
assigned one or more specific specialized jobs for which the employee will be responsible.

Duties performed 

• Open and close the building. 

• Work the cash register and secure money at close.

• Check-out and renew materials.

• Handle Holds at all stages.  Contact patrons about ILL and Hold materials.

• Deal with patrons who have fines or overdue materials.

• Initiate new patron applications.

• Help patrons use copy machines and keep them supplied.

• Assist patrons with printing and keep it supplied.

• Assist patrons with the Online Public Access Catalog (OPAC).

• Assist patrons with use of the collection, both by telephone and in person.

• Assist in the location of missing items.

• Direct incoming phone calls. 

• Assist patrons with signing up for computer time.

• Assist patrons with Public computers including the Internet, word processing and any 

other help needed.
• Maintenance of public restrooms (making sure they are stocked, clean and that toilets 

and sinks are operational).
• Shelving library materials.

• Filing DVDs in the Circulation closet.

• Enter new patrons into the circulation system.

• Maintain magazine and newspaper collections.

Authority to make decisions

• Within the policies of the library, Circulation Clerks should be able to make common 

sense judgments to assist Library patrons.
• Questions concerning the validity of any library policy should be referred to the Director 

or the Assistant Director in his/her absence. 



Supervision given and received

• Circulation Clerks are supervised and evaluated by the members of the management 

group.
• Circulation Clerks are interviewed and hired by the Library Director.

• Questions concerning scheduling and needed absences should be directed to the 

Library Bookkeeper or the employees immediate supervisor.

Tools, resources, and equipment used

• Will learn to use the circulation software.

• Will learn location of all materials in the Library Collection

• Will learn to use the Online Public Access Catalog (OPAC)

• Will learn to use Library equipment, including telephone, copy machines, scanners, 

printers and computers.
• Will learn Library policies through the use of the Personnel Policy Manual.

• Will understand confidentiality issues inherent in public library service and respect the 

patrons’ right to privacy.

Skills, experience, education required

• Clerks must be high school graduates.

• Good communication skills in person, online, and on the telephone are expected; a 

respectful and positive manner in serving the public is always the highest priority
• Certain specific duties require additional reference, programming, or computer skills.

Circulation Clerk – Tasks typically assigned from the following list:

• Make recommendations regarding collection development and maintenance

• Maintain supplies needed at Circ desk

• Answer routine questions using the Library collections including electronic resources.

• Plan and present programs for adults

• Plan and carry out Library displays, programs and promotional materials highlighting 

events or topics of interest to adults (National Library Week, etc.)
• Participate in library marketing efforts

• Other duties as assigned

Working conditions

• Environmental conditions: Exposure to computer screens; irregular work hours.

• Physical conditions: Must be able to maintain effective audio-visual discrimination and 

perception; walk, stand or sit for extended periods of time; bend; lift and carry objects 



of moderate weight.
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Branch District Library
Clerk – Interlibrary Loan

Job Description

Summary
Interlibrary Loan Clerks have a broad range of duties and responsibilities.  Their primary 
responsibility is to process interlibrary loan requests made by both BDL patrons and other 
MelCat libraries.  In addition, after a suitable training period has been completed, each clerk 
may be assigned one or more specific specialized jobs for which the employee will be 
responsible.

Duties performed

• Process Incoming materials from other libraries.

• Process and send materials to other libraries.

• Pull and process patron holds.

• Process and notify patrons of fines.

Authority to make decisions

• Within the policies of the library, Interlibrary Loan Clerks should be able to make 

common sense judgments to assist Library patrons.
• Questions concerning the validity of any library policy should be referred to the Director 

or the Assistant Director in his/her absence.

Supervision given and received

• Interlibrary Loan Clerks are supervised and evaluated by the Assistant Director.

• Interlibrary Loan Clerks are interviewed and hired by the Library Director.

• Questions concerning scheduling and needed absences should be directed to the 

Library Bookkeeper or the employees immediate supervisor.

Tools, resources, and equipment used

• Will learn to use the circulation software.

• Will learn to use INN-Reach.

• Will learn location of all materials in the Library Collection.

• Will learn to use the Online Public Access Catalog (OPAC).

• Will learn to package and send out library ILL materials in accordance with BDL and 

RIDES policy.
• Will learn Library policies through the use of the Personnel Policy Manual.

• Will understand confidentiality issues inherent in public library service and respect the 

patrons’ right to privacy.



Skills, experience, education required

• Clerks must be high school graduates; substantial college background is preferred.

• Certain specific duties require additional or computer skills.

Working conditions

• Environmental conditions: Exposure to computer screens.

• Physical conditions: Must be able to maintain effective audio-visual discrimination and 

perception; walk, stand or sit for extended periods of time; bend; lift and carry objects 
of moderate weight.
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Branch District Library
Clerk – Kids' Place

Job Description

Summary
Kids' Place Clerks have a broad range of duties and responsibilities.  Their primary 
responsibility is to be able to provide service to the public required in Kids' Place. In addition, 
after a suitable training period has been completed, each clerk may be assigned one or more 
specific specialized jobs for which the employee will be responsible.

Duties performed 

• Open and close the department and building. 

• Check-out and renew materials.

• Deal with patrons who have fines or overdue materials.

• Assist patrons with the Online Public Access Catalog (OPAC).

• Assist patrons with use of the collection, both by telephone and in person.

• Assist patrons with signing up for computer time.

• Assist patrons with Public computers including the Internet, word processing and any 

other help needed.
• Shelving library materials.

• Maintain magazine and newspaper collections.

• Maintain ongoing craft station.

• Create book displays

• Read Children's and YA materials

• Check materials for damage

• Clean/Wash materials, computer areas, furniture and toys

Authority to make decisions

• Within the policies of the library, Kids' Place Clerks should be able to make common 

sense judgments to assist Library patrons.
• Questions concerning the validity of any library policy should be referred to the Youth 

Services Coordinator or the Director or Assistant Director in his/her absence. 

Supervision given and received

• The Kids' Place Clerks are supervised and evaluated by the Youth Services 

Coordinator.
• Kids' Place Clerks are interviewed and hired by the Library Director.

• Questions concerning scheduling and needed absences should be directed to the 

Library Bookkeeper or the employees immediate supervisor.



Tools, resources, and equipment used

• Will learn to use the circulation software.

• Will learn location of all materials in the Library Collection

• Will learn to use the Online Public Access Catalog (OPAC)

• Will learn to use Library equipment, including telephone, copy machines, scanners, 

printers and computers.
• Will learn Library policies through the use of the Personnel Policy Manual.

• Will understand confidentiality issues inherent in public library service and respect the 

patrons’ right to privacy.

Skills, experience, education required

• Clerks must be high school graduates.

• Good communication skills in person, online, and on the telephone are expected; a 

respectful and positive manner in serving the public is always the highest priority
• Certain specific duties require additional reference, programming, or computer skills.

Kids' Place Clerk – Tasks typically assigned from the following list:

• Make recommendations regarding collection development and maintenance.

• Maintain supplies needed at Kids' Place desk.

• Answer routine questions using the Library collections including electronic resources.

• Participate in library marketing efforts.

• Develop, schedule and perform story times and related activities.

• Develop, schedule and perform programs for teens.

• Develop, schedule and perform special events.

• Other duties as assigned.

Working conditions

• Environmental conditions: Exposure to computer screens; irregular work hours.

• Physical conditions: Must be able to maintain effective audio-visual discrimination and 

perception; walk, stand or sit for extended periods of time; bend; lift and carry objects 
of moderate weight.
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Branch District Library
Clerk - Reference
Job Description

Summary
Reference Clerks have a broad range of duties and responsibilities.  Their primary 
responsibility is to be able to provide service to the public required at the Public Services 
Desk. In addition, after a suitable training period has been completed, each clerk may be 
assigned one or more specific specialized jobs for which the employee will be responsible.

Duties performed 

• Open and close the building. 

• Work the cash register and secure money at close.

• Check-out and renew materials.

• Handle Holds at all stages. Contact patrons about ILL and Hold materials.

• Deal with patrons who have fines or overdue materials.

• Initiate new patron applications.

• Help patrons use copy machines and keep them supplied.

• Assist patrons with printing and keep it supplied.

• Assist patrons with the Online Public Access Catalog (OPAC).

• Assist patrons with use of the collection, both by telephone and in person.

• Assist in the location of missing items.

• Direct incoming phone calls.

• Assist patrons with signing up for computer time.

• Assist patrons with Public computers including the Internet, word processing and any 

other help needed.
• Maintenance of public restrooms (making sure they are stocked, clean and that toilets 

and sinks are operational).
• Shelving library materials.

• Filing DVDs in the Circulation closet.

• Assist patrons with advanced computer usage.

• Assist patrons with reference questions.

• Assist patrons by submitting ILL requests.

• Enter new patrons into the circulation system.

• Maintain magazine and newspaper collections.

• Make recommendations regarding collection development and maintenance.

• Maintain supplies needed at Circulation desk.

• Answer routine questions using the Library collections including electronic resources.

• Handle ordering of ILL items.

• Plan and present programs for adults.

• Plan and carry out Library displays, programs and promotional materials highlighting 

events or topics of interest to adults (National Library Week, etc.).
• Participate in library marketing efforts.

• Other duties as assigned.



Authority to make decisions

• Within the policies of the library, Reference Clerks should be able to make common 

sense judgments to assist Library patrons. 
• Questions concerning the validity of any library policy should be referred to the Director 

or the Assistant Director in his/her absence. 

Supervision given and received

• Reference Clerks are supervised and evaluated by the members of the management 

group.
• Reference Clerks are interviewed and hired by the Library Director.

• Questions concerning scheduling and needed absences should be directed to the 

Library Bookkeeper or the employees immediate supervisor.

Tools, resources, and equipment used

• Will learn to use the circulation software.

• Will learn location of all materials in the Library Collection.

• Will learn to use the Online Public Access Catalog (OPAC).

• Will learn to use RIDES INN-Reach software.

• Will learn to use Library equipment, including telephone, copy machines, scanners, 

printers and computers.
• Will learn Library policies through the use of the Personnel Policy Manual.

• Will understand confidentiality issues inherent in public library service and respect the 

patrons’ right to privacy.

Skills, experience, education required

• Reference Clerks must be high school graduates; substantial college background is 

preferred.
• Good communication skills in person, online, and on the telephone are expected; a 

respectful and positive manner in serving the public is always the highest priority.
• Certain specific duties require additional reference, programming, or computer skills.

Working conditions

• Environmental conditions: Exposure to computer screens; irregular work hours.

• Physical conditions: Must be able to maintain effective audio-visual discrimination and 

perception; walk, stand or sit for extended periods of time; bend; lift and carry objects 
of moderate weight.
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