
White Lake Community Library 
Position Description 

Adult Programming Assistant Librarian 
2016 

 
Summary 

 
Participates in the operation of the community library, with particular emphasis on 
customer service, and programming services. 
 

Supervision Received 
 

Work performed is under the direction of the library director. 
 

Responsibilities and Essential Duties 
 

An employee in this position may be called upon to do any or all of the following duties: 
 

Customer Service: 
1. Assists customers at the circulation desk and through the use of print 

materials and databases. 
2. Assists Internet users. 
3. Assists customers with on-line catalog use. 
4. Provides computer trouble shooting assistance. 
5. Assists customers on the phone. 
6. Assists customers with interlibrary loans. 
7. Assists with opening/closing procedures. 
8. Performs related work as required. 
9. Book sale assistance. 

 
Adult Programming: 

1. Develops and implements programs for adults in conjunction with the library’s 
mission. 

2. Responsible for publicity for scheduled programs. 
3. Evaluates programs with statistical/narrative reports. 
4. Responsible for assisting Director with finding funds for programs 

 
 Number of Hours for this Position 

 
An employee in this position works up to 15 hours per week, or up to 30 hours per two 
week pay period. 
 

Benefits 
An employee beginning in this position would receive vacation as outlined in the revised 
Personnel Manual, which was approved by the library board on January 2012.  No 
vacation may be carried over to the next year. 



 
An employee in this position would receive sick time (1 hour earned for every 20 hours 
worked) with an accumulated maximum of 24 days based on their 5-day work week. 
 

Current Pay 
 

$8.50 
 

Evaluation  
 

Reviews are held annually by the Library Director.   
 

Desirable Qualifications for Employment 
 

An employee in this position should have the equivalent of the following training and 
experience: 
 

1. Preference given to some college training. 
2. Ability to work effectively with the public and staff. 
3. Must be a team player. 
4. Excellent written and verbal communication skills. 
5. Reasonable knowledge of library operations, practices and procedures. 
6. Skill in the use of computers and standard office equipment. 
7. Ability to meet community members and create programming for adults. 
8. Ability to fundraise is given preference. 

 
 
 
 
 
 
 
 
 


