Librarian’s Assistant

Job Description

· Maintain communication with Head Librarian.

1. Inform of lost books.

2. Inform of damaged books.

3. Inform of requested books.

4. Seek AR information.

· Serve the classroom community with a positive and knowledgeable attitude. Remember you are in a public service job.  Always assume there is a way that you can help and seek positive communication with everyone.

· Maintain checkout system.

1. Every book has a card insert with the book’s Title, Author, and either the word Fiction or the call number (Dewey Decimal number.)

2. Every book has a sticker with the Accelerated Reader information, unless it is not an AR book.

3. At checkout, book card is pulled; the student signs his/her name, and is then placed in the file-box in alphabetical order for fiction, or by Dewey Decimal for non-fiction.

4. At check-in, book card is removed from file box. Student’s name is crossed off, and the card is replaced in book.  Book is ready for reshelving.

5. One day each week, i.e., Monday, the file-box is gone through to check for overdue or missing books.

· Maintain and condition of books and bookshelves.

1. Clean with special non-toxic, biodegradable spray as provided by Head Librarian to clean hard or shiny cover books, when needed.

2. Use tape carefully to repair simple tears to the plastic cover. 

3. Use dust cloth to dust library shelves once per week.

· Make and manage Library Page schedule.

1. All qualifying applicants may participate as Page.  A calendar will be provided for scheduling purposes.  Each participating student will be scheduled on a rotating basis with the amount of work fairly and evenly distributed.

2. A reminder will be provided the day before Page is scheduled to work, and on the day of their shift a sticky-note will be placed on their desk as a reminder.

3. In the event of a Page’s absence on their scheduled day, ask for a volunteer from the approved list of Pages.

4. Any conflicts will be referred to your teacher and/or Head Librarian.

· Maintain communication with part-time assistant and leave substitute notes for planned absences.

1. In the event that you are to miss work, it is important to have had regular communication with your support staff.  Plan 

2. Plan a 5-minute meeting to update the happenings of the library system.  Include information about:

· News from Head Librarian

· Over-due books

· Repairs needed

· New books

· Books pulled out of the system, or lost.

