Library Page 

Job Description

· Maintain organization of library materials
1. Sort books by non-fiction, fiction, or picture books.

2. Reshelf books alphabetically (fiction) or by Dewey decimal system (non-fiction).

· Assist in checkout process

1. 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.

2. 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.

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

· Maintain communication with Library Assistant
1. Inform of lost books.

2. Inform of damaged books.

3. Relate any questions that get asked.

4. Inform if your absence falls on a scheduled workday.


· 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.

