
 Main:  Raymond:  
 231 S. Plum Street  21698 Main Street  
 Marysville, Ohio  43040  Raymond, Ohio  43067  
 Phone:  (937) 642-1876  Phone:  (937) 246-4795  
   Fax:  (937) 642-3457 

 Fax:  (937) 246-2347  

   

Job Title: Circulation Clerk  
Date: July 2018   

Schedule:  Part-time at 15-20 hours per week including days, evenings and weekends 

as scheduled.   

   

Performance Standards: Provides excellent service to patrons of all ages, practices 

positive public relations and performs duties in a friendly and courteous manner.  

Demonstrates professional behavior and appearance.  Demonstrates understanding of 

basic library routines and adheres to Library policies and procedures.  Cooperates with 

other staff, promotes teamwork, shares information and resolves conflict.  Demonstrates 

adaptability to Library needs.   

   

Position within the library organization: Support position primarily responsible for 

service at the circulation desk at Main or Raymond Branch.    

   

Purpose of position: Provides initial contact with public in all areas.  Serves as primary 

point of contact between public and library staff.  Facilitates efficient, consistent and 

attractive arrangement of library materials in all formats for patron access.  Performs 

responsible assignments of a technical nature requiring good judgement and moderate 

supervision.   

   

Reporting Relationships   

Reports to Patron Services Manager.    

   

Supervisory responsibilities    

Hiring/firing: None.  May serve on search committees for management personnel.   

Evaluation: Provide input on annual peer, and management evaluation procedures.  

   

Duties   

The following responsibilities are intended to provide an overview of duties associated 

with the position, not an exhaustive list of specific requirements.  Employees will be 

expected to perform related duties associated with the purpose of their position not 

described here.    

   

Circulation and Patron Services   

1. Perform circulation desk duties including charging and discharging materials, 

patron registration, placing reserves, handling fines and fees, accepting and 

processing various forms, processing daily circulation reports and overdue 

notices, etc.   

2. Provides competent reader’s advisory services and basic reference services.   

3. Answer directional and factual questions in person and on the telephone.  

4. Promote and register patrons for Library programs.   

5. Refer patrons to appropriate personnel for complex reference transactions.   

6. Perform opening and closing procedures.   



7. Assists patrons in use of library equipment, resources and services including 

computers, printers and faxes.   

8. May be required to Open/Close branch location independently.   

   

     

   

Collection Maintenance   

1. Shelve library materials, read shelves and maintain magazines and newspapers 

in good order.  

2. Notify supervisor of supplies needed.  

3. Verify returned materials including checking physical condition, item status, and 

missing components.  

4. Repairs materials or forwards questionable materials to supervisor for weeding.   

5. Check and restock displays.   

   

Professional Development   

Attends meetings and workshops as directed for development of applicable 

knowledge and skills   

   

Knowledge, Skills and Abilities   

   

Basic Competencies:   

1. Ability to learn basic library computer circulation skills.   

2. Skill in Microsoft Office applications.  

3. Ability to plan and work independently.  

4. Ability to work in a team environment.   

5. Ability to work pleasantly and knowledgeably with the staff and the public at all 

age levels.  

6. Requires physical agility and strength to bend, reach, lift and carry up to 40 lbs.   

   

 Special Competencies:   

1. Thorough knowledge and understanding of the public service role of the public 

library.    

2. Ability to learn the specific skills of the assigned position and attend training 

programs available for the position.  

3. Ability to follow procedures precisely, consistently and accurately with a high 

level of attention to detail.   

4. Skill in the Polaris  automation environment, or ability to develop that skill    

5. Ability to adapt to changing situations.   

   

   

Education and Experience Required:   

High School diploma or GED.    

   

Desired:   

Library or retail experience.  Some college or post-secondary training.   

   

  

   

   


