
June 10, 2019 
Polk County Public Libraries / Columbus, NC 
 

NOW HIRING Library Assistant: Public Services  
 
Polk County Public Libraries seek an enthusiastic, customer-oriented Library Assistant to join the library’s public 
services team.  This is a part-time position, averaging 28 hours a week. This position is primarily based at the 
Columbus Library, with occasional work at the Saluda Library.   
 
Who you are: 
 

• You’re friendly, engaging and optimistic. 
• You like working with the public and get along well with people of all ages and backgrounds. 
• You’re passionate about providing an exemplary customer experience. 
• You’re a team player who thinks quickly on your feet. 
• You’re excited about growing, learning and sharing with others. 

 
What you’ll do: 
 

• Create a welcoming environment and great user experiences for library customers 
• Provide outstanding customer service. Initiate contact with customers; provide helpful, friendly 

knowledgeable service; take ownership of completing transactions & resolving problems; and 
communicate effectively 

• Talk with customers and help them find the latest books, movies and music to suit their tastes 
• Help customers with their basic technology needs. Common topics include email, eBooks, Microsoft 

products, and navigating the Internet 
• Check library materials in and out, and ensure that they get to the right spot 
• Help people navigate library services, in person and by phone, including: registering and maintaining 

library accounts, checkouts and renewals, payments, and meeting room use 
• Assist with programs, promotions and initiatives. 
• Share ideas and innovations to help make the libraries continue to grow and improve.  

What you need: 

• A desire to work with the public; must be comfortable working with a diverse population, individually and 
in groups 

• Computer literacy, including knowledge of current personal computer technologies such as email, 
Internet, word processors and mobile devices 

• Customer service experience; library or bookstore preferred 
• A flexible schedule, and the ability to work some evenings or Saturdays 
• High school degree and the physical ability to perform basic library tasks (see job description for more 

information) 

Grade 15 
Starting Pay: $11.95 hourly, plus paid sick leave, holidays, and vacation  
 
 
OPEN UNTIL FILLED.  FOR PRIORITY CONSIDERATION, SUBMIT APPLICATION, COVER LETTER AND 
RESUME BY WEDNESDAY, JUNE 26, 2019.  Applications and job description are available at 
www.polknc.org/quick_links/job_openings/index.php  
 
 

http://www.polknc.org/quick_links/job_openings/index.php
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Job Class Title: Library Assistant 

Department: Library 

Salary Grade:  15 

Work Schedule:  Full or Part-time Regular  

FLSA Classification:  Non-Exempt 

 
Library Assistant 

 
General Statement of Duties 

 
Library Assistants perform general paraprofessional work of a varied nature at the library. Library 
Assistants provide customer service and have significant public contact.  Duties may include user, 
technical, and clerical services such as information and reference service, reader’s advisory, 
presentation of programs, circulation services, assistance with computers and electronic devices, 
and administrative support.   
 
Work is performed under the moderate supervision of a librarian or library associate.  Performance 
is evaluated for customer service effectiveness, time management and accuracy of work activities, 
as well as demonstrated knowledge and implementation of Polk County and Polk County Public 
Library policies and procedures. 
 

Duties and Responsibilities 
 

Essential Duties and Tasks 
 
 Assists library customers in person, by phone, and by email on topics including: 

a. research activities using print and electronic resources 
b. use of computers and other library equipment 
c. use of the library catalog and locating library materials 

 Offers circulation services: customer interactions including check-in/check-out and 
processing of applications; readying materials for transit to other libraries; assessing fees 
and fines; resolving problems related to library records 

 Maintains accurate customer and catalog records 
 Participates in the upkeep of the library including shelving of materials, shelf reading and 

maintaining general cleanliness  
 May oversee and direct the work of  volunteers  
 May assist in the planning and implementation of child, teen or adult programs 
 May perform technical processing tasks; support in the acquisition, receipt, copy cataloging, 

mending and processing of library materials for public use 
 Attends and participates in staff meetings 
 Abides by, enforces and participates in the implementation and ongoing oversight of Polk 

County Government safety standards and regulations 
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Additional Job Duties 
 Assists in the maintenance of library collections by recommending materials for mending or 

withdrawing 
 Promotes programs to library customers and the general public 
 Represents the library through outreach efforts and at community events 
 Produces reports and maintains library records 
 Participates in continuing education opportunities 
 Performs related tasks as required 

 
Recruitment and Selection Guidelines 

 
Knowledge, Skills and Abilities 
Knowledge of: 

• basic services, programs and materials available throughout a public library system 
• office procedures and records maintenance  
• standard library reference tools including the online catalog, internet and databases 

 
Skill in: 

• interpersonal relationships 
• use of library equipment, materials and resources 
• research techniques and cognitive reasoning 
• written and oral communication 
• the use of common computer technologies, including email, the Internet, word processors, 

spreadsheets, desktop publishing, current operating systems and mobile applications 
• basic math including counting money and making change 

 
Ability to: 

• work both independently and collaboratively 
• perform routine reference and reader’s advisory work 
• perform library tasks effectively and according to established procedures, with attention to 

detail 
• periodically provide guidance to volunteer or student help 
• focus on professional growth within the position 
• establish and maintain effective working relationships with supervisor, co-workers and 

library customers 
• acknowledge and accept differences in a diverse work environment 
• remain flexible and positive in an environment of continuous change 
• communicate effectively respectfully, patiently and courteously with coworkers, customers 

and other community members 
• model PCPL core values 
• work a varied schedule including nights and weekends at any library location 

 
 

Desirable Education and Experience 
High school diploma or GED and one to three years of experience working in a customer service 
position with considerable public contact; library or bookstore experience preferred. Any equivalent 
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combination of education, experience and training which indicate possession of the knowledge, 
skills and abilities listed. 
 
Must have the means to travel to any PCPL library on short notice; working in any Polk County Public 
Library location may be necessary depending on assignments and needs of the library. 
 

Physical Activities and Requirements 
 

The physical requirements for this position include the ability to read 6pt font, orally communicate 
efficiently and effectively, perceive and understand information provided verbally at typical decibels 
by phone and in person, prepare and analyze written and computer data, operate office machinery 
and observe general surroundings and activities. 
 
The physical activities for this position are:  Stooping, kneeling, crouching, reaching, lifting, standing 
for long periods of time, walking, fingering, grasping, talking, writing, and hearing. This work 
requires the frequent exertion of up 10-30 pounds of force and occasional exertion of up to 50 
pounds of force. 
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