ANDOVER PUBLIC LIBRARY JOB DESCRIPTION
Position: Library Page
Reports To: Lead Circulation Librarian 

Position Summary: The Library Page shelves, straightens, and maintains library materials. The Library Page also assists patrons in locating materials.

General Responsibilities:
· Maintains library cleanliness by straightening shelves and reshelving items
· Greets library patrons and performs all duties in a friendly manner
· Empties the book drop and checks in books
· Directs patrons or helps locate library materials for patrons
· Assists with special requests and/or accommodations
· Uses computer software, including the library catalog (KanShare) and internet browsers
· Accepts book donations, when applicable
· Performs other duties as assigned

Qualifications:
Required:
· Comfortable with computers
· Excellent verbal communication skills
· Strong attention to detail
· Ability to work cooperatively and have positive working relationships with patrons and co-workers
· Ability to work independently
· Must be able to see all sizes of print or agree to corrective lenses 
· Some understanding of and experience with the Dewey Decimal system
Preferred: 
· Customer service experience
· Experience working or volunteering in a library

Physical Requirements: Ability to lift at least 30 pounds, push and pull a book cart that may weigh up to 250 pounds, reach high shelves, stoop, and bend, and remain standing and/or sitting for extended periods of time.

Work Environment: The Library Page works independently in a fast-paced, multitasking environment and interacts with the public in a courteous and professional manner. This position requires adaptability, a receptive attitude toward change, and strong attention to detail.

Hours: Part-time as negotiated
Availability during the following times is preferred but not required: Monday afternoons/evenings, Thursday evenings, Friday afternoons, and Saturday mornings.
