CITY OF HIAWATHA, IOWA

CLASS SPECIFICATION

CLASS TITLE:  Library Page 


	GRADE
	DEPARTMENT:

Library 
	FLSA STATUS:

Non-exempt

	CLASS SUMMARY: It is the responsibility of the Library Page to perform task involving the application of standard library routines which are learned on the job. 

	DISTINGUISHING CHARACTERISTICS: 

Library Page is under the supervision of the Library Director, the Assistant Library Director, the Youth Services Librarian and the Library Assistants.


	DUTY

NO.
	ESSENTIAL DUTIES: (These duties are a representative sample; position assignments may vary.)
	FRE-

QUENCY
	GRADE

	1.

2.

3.

4.

5.

6.

7.


	Performs circulation desk duties.
Registers patrons’ for library cards.
Answers patrons’ directional and procedural inquiries.

Shelves materials and maintains the orderly arrangement of materials.

Assists with reading programs.

Assists with training volunteers.

Performs related work as required.
	As assigned
Daily

Daily

Daily

As Required

As Required

As Required
	


	Knowledge, Skills and Abilities(position requirements at entry):

Knowledge, Skills and Abilities of:

· Firm knowledge or organization and operation of the library 
· Ability to learn library procedures readily
· Ability to quickly learn and put to use new skills and knowledge brought about by rapidly changing information and/or technology
· Ability to understand and follow moderately complex oral and written instruction
· Self-motivation and organizational ability
· Skill in oral and written communication
· Ability to work well with the public and other staff members
· Ability to operate a personal computer using program applications appropriate to assigned duties and responsibilities

	Training and Experience (position requirements at entry):

Any equivalent combination of education and experience which provides the required knowledge, skills and abilities. Pages are often high school or college students.

	Physical Requirements:  

Standing, mobility, fingering, talking, hearing, seeing, and repetitive motions.
Sedentary work: Exerting up to 20 pounds of force occasionally and/or a negligible amount of force frequently or constantly to lift, carry, push, pull, or otherwise move objects. Sedentary work involves sitting most of the time. Jobs are sedentary if walking and standing are required only occasionally and all other sedentary criteria are met.

	Classification History:                    Prepared by: City of Hiawatha         Adopted:  08/07; Revised 06/11
The City of Hiawatha retains the authority to change the job duties included in this job description at any time. The list of duties is not exhaustive and various requirements are subject to possible modifications as a reasonable accommodation for a qualified individual.  The duties listed above 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. The job description does not constitute an employment agreement between the employer and 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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