Fond du Lac Public Library
Position: Library Assistant – Youth Services
Service Area: Youth Services

Reports to: Youth Services Coordinator









General Provisions:

The Youth Services team is responsible for creating an engaging environment in the library and in the community. All members of the Youth Services team are expected to engage with all youth, from birth through age nineteen, as well as their caregivers and other special populations, including but not limited to educators, childcare providers, youth and adults with cognitive or developmental disabilities, English language learners, etc.
Under the supervision of the Youth Services Coordinator, the Library Assistant performs such duties as may be required for daily operations in the Children’s and/or Young Adult Service Areas.  The essential duties listed below are representative of those working in the position. This list is not meant to be all inclusive.  Other tasks may be assigned as necessary.  All library employees must be willing and able to work a flexible schedule including regular nights and weekends.

Essential Duties:
A.  Staffs the Children’s Services Desk
1. Provides a welcoming, positive atmosphere in the Children’s Room and Teen Area. 

2. Assists users in locating appropriate materials and provides readers assistance.
a. Maintains awareness of collection by participating in readers advisory activities including reading across genres, mock RA interviews, booktalks, etc.

3. Answers reference questions.
4. Instructs and assists patrons in the use of electronic and print sources.
5. Assists patrons in the use of the internet stations and troubleshoots computer and other equipment.
6. Monitors the room for appropriate behavior and unattended children. 

B.  Participates in merchandising and programming

1. Designs vibrant and engaging displays (bulletin boards, table tops, etc.). 
2. Helps to maintain the room by shelf-reading, straightening, and getting spaces 
ready for the public each day.

3. Creates literacy activities and passive programs (like scavenger hunts).
4. Creates and updates booklists to promote library collections and services, 

including popular subjects/authors, curriculum related topics, and early literacy focused materials.

5. Participates in occasional programming, which may include but is not limited to 

storytime substitute, assisting with programming, and occasional development and leading of programs.
6. Represents the library in outreach programs and events, such as Farmers Market, 

4K nights, Parent Teacher Cafes, etc.
7. Operates audio-visual equipment as part of programming.
C.  May assist in the selection of new materials and in the weeding process. 
1. Offers suggestions of materials to purchase, including nontraditional circulating items (kits, games, toys, etc.).
2. Pulls damaged, old, or outdated materials for selectors to review.

3. Pulls materials from deselection lists created by Youth Services Coordinator.         

D.  Continue to develop workplace skills through continuing education opportunities.  
H.  Other duties as assigned. May include but is not limited to:
1. Selects, prepares, installs, and maintains materials associated with library StoryWalks.

2. Participates in and provides input on large-scale departmental projects, as well as building-wide initiatives and goals.

Minimum Requirements of the Position:

A.  Knowledge and Skills

1. Ability to utilize computers and basic computer programs such as the Microsoft Office Suite, learn library-specific programs, other computer software and the Internet.
2. Basic knowledge of children’s and teen books and interests.

3. Ability to interact well with children, teens, their parents and caregivers.

4. Ability to speak and present information comfortably in front of large groups.

5. Ability to establish good working relationships with other staff members and interact as part of a team.

6. Ability to exercise good judgment in evaluating situations and making decisions while working independently.
B.  Education/License/Certification Requirements

1. Bachelor’s Degree from a four year college or university preferred with an emphasis on child development.

C.  Physical Requirements
1. Standing, walking, stooping, and reaching.
2. Talking and hearing; use of the telephone.
3. Far vision at 20 feet or further, and near vision at 20 inches or less.
4. Handling:  picking up and shelving materials.
5. Fingering:  keyboarding, writing, filing, sorting, stapling, and cutting.
6. Lifting, carrying:  50 pounds or less. 

7. Ability to push or pull a cart of materials on wheels weighing 20 – 50 pounds.

D. Working Environment

1. Main Library with occasional outside programming in Library branches, schools, day care and community centers.
E.  Equipment Used

1. Computers, printers, tablets of various kinds, projectors, microphones etc.

2. General office equipment such as calculator, copy machine, etc.
3. Book carts and book bins

4. Makerspace (Idea Studio) equipment as needed
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