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SAN MATEO COUNTY LAW LIBRARY

LIBRARY ASSISTANT (EVENING AND WEEKEND)

DEFINITION

Perform circulation desk services and directional assistance; assure the safety and security of library users, library collection and building.

EXAMPLE OF DUTIES

Duties may include, but are not limited to the following:

--Circulation services, including check-in and checkout of books, and book requests.

--Re-shelve books.

--Replenish paper supply in photocopiers.

--Provide directional assistance.

QUALIFICATIONS

Knowledge of:

--Basic telephone and reception etiquette

--Correct written and oral English usage.

--Standard use of photocopy machine, microfiche reader/printer, and other standard office equipment.

Skill/Ability to:

--Interpret and apply library procedures and policies.

--Deal tactfully and effectively with general public.

--Use sound independent judgment within established guidelines.

--Operate and instruct others in the use of copy machines, microfiche reader/printer, and other standard office

   equipment.

--Understand and follow oral and written directions.

--Be flexible in responding to change.

--Demonstrate accuracy and attention to detail.

--Alphabetical and library numbering system ability.

--Strength to push a cart of books.

--Must be able to ascend and descent stairs.

--Work alone (only person on duty during shift hours)

Education and Experience:

Any combination of education and experience that would likely provide the required knowledge, skills and abilities is qualifying, unless otherwise specified.  A typical way to qualify is:

Education: No specific education is required.

Experience:  One year of public contact and office support experience in a law library or public library is desirable.

Physical Requirements:  Standing or sitting for extended periods.  Ability to ascend and descend stairs.  Lifting, bending, pushing, pulling and reaching are also required.

Other Requirements:

--Requires evening and weekend work.
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