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JOB OPENING 

 
 

JOB CLASS:   Library Aide 

POSITION TITLE:  Page 

GRADE:   I, 6 

PAY:    $10.28 

REPORTS TO:  Public Services Manager  

SCHEDULE:   12 hours per week   

Flexible: day, evening, and weekend shifts required 

FLSA STATUS;  Non-Exempt 

 

POSITION SUMMARY:  

Responsible for shelf maintenance of library materials and returning all circulated materials to their  

proper shelf location. Works to insure that materials are filed in sequence for easy access by the library 

user. Provides basic staff support to the total library operation. 

 

JOB REQUIREMENTS: 

Education 

 High school student, 16 years and older  

 

PERSONAL REQUIREMENTS: 

 Outgoing and pleasant personality 

 Cooperative, helpful and understanding toward others 

 Dependable, prompt, and good job attendance 

 Able to work independently with good work ethics 

 Neat, clean, and well-groomed 

 Commitment to provide courteous public service 

 

KNOWLEDGE, SKILLS, AND ABILITIES: 

 Strong interpersonal/customer services skills; ability to be consistently pleasant, positive and 

responsive to a diverse public and staff 

 Ability to deal with regular interruptions and multiple tasks. 

 Keyboarding skills 

 Knowledge of elementary concepts of computers 

 Good verbal, listening, and written communication skills 

 Ability to sort letters and numbers and alphabetize quickly and accurately 
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DESCRIPTION OF TASKS: 

 Sorts and shelves materials 

 Shelf-reads collection to insure accurate placement on library shelves 

 Assists in maintaining overall appearance of the library, such as dusting and straightening 

shelves 

 Assists library staff with basic clerical duties 

 Remains knowledgeable of all library circulation policies  

 Picks up unshelved library materials regularly 

 Assists in checking shelves for overdue materials 

 Empties book drops on routine basis 

 Performs other duties as assigned 

 

ESSENTIAL SKILLS: 

 Must be able to sort letters and numbers and alphabetize quickly and accurately 

 Must be physically able to retrieve materials from library shelving 

 Must have adequate hearing, eyesight, depth perception, and color vision to perform duties 

 Must be able to turn, balance, push, handle, reach, stoop, walk, and stand for extended periods of 

time 

 Must be able to lift 25 lbs. and push a fully loaded book cart, which can weigh over 100 pounds  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 Jeffersonville Township Public Library is an Equal Opportunity Employer 

 
Adopted by the 

Jeffersonville Township Public Library Board of Trustees          

on December 16, 2014. Updated April 16, 2019. 


